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LETTES  FSOH  THE  SECSETAST  OF  THE  IHTESIOB. 


Department  of  the  Interior, 
Washington^  February  26^  1907, 

Snt:  I  am  in  receipt  of  Senate  resolution  of  February  1, 1907,  read- 
ing as  follows : 

Resolved,  That  the  Secretary  of  the  Interior  be  requested  to  furnish  to  the 
Senate  for  its  information  a  copy  of  all  rules  and  regulations  governing  the 
Department  in  its  various  branchea 

In  response  thereto  I  have  the  honor  to  transmit  herewith  copies 
of  all  rules  and  regulations  governing  the  administration  of  affairs 
in  the  Department  generally  and  institutions  thereunder,  including 
the  administration  of  the  laws  relating  to  public  lands,  Indian  Serv- 
ice, pensions,  patents,  trademarks  and  labels ;  the  Greological  Survey, 
including  the  Ileclamation  Service;  Bureau  of  Education,  education 
of  natives,  and  reindeer  service  in  Alaska ;  the  several  national  parks. 
Hot  Springs  Reservation,  and  the  preservation  of  American  antiqui- 
ties, Government  Hospital  for  the  Insane,  Freedmen's  Hospital,  Co- 
lumbia Institution  for  the  Deaf  and  Dumb,  Civil  Service  Commis- 
aon,  and  the  payment  of  fees  to  the  secretary  of  the  district  of  Alaska, 
Very  respectfully, 

E.  A.  Hitchcock,  Secretary. 

The  President  or  the  United  States  Senate. 


GENERAL  REGULATIONS  OF  THE  DEPARTMENT  OF  THB 

INTERIOR. 


APPLICATIOHS  FOB  OFFICE  OB  TESTIICONIALS. 

Order.]  March  1, 1858. 

In  accordance  with  the  request  of  the  President  of  the  United 
States,  after  consultation  with  the  members  of  his  Cabinet,  I  hereby 
direct  that  no  application  for  office  or  testimonials  filed  in  behalf 
of  applicants  shall  be  permitted  to  be  withdrawn  after  they  have  been 
acted  upon,  and  thereby  made  the  basis  of  appointment. 

The  chief  clerk  of  the  Department  will  communicate  this  order  to 
the  heads  of  the  several  bureaus  of  the  Department  for  their  informa- 
tion and  observance. 

Alex'r  H.  H.  Stuart, 

Secretary  of  the  Interior. 


OHAHGSS  nr  PAT  BOLLS. 

Order.]  July  7, 1878. 

In  order  to  secure  accuracy  and  avoid  confusion  in  the  preparation 
of  the  pay  rolls  of  the  Department  and  its  bureaus,  it  is  hereby  or- 
dered that  no  changes  be  made  upon  such  rolls  unless  the  same  are 
certified  through  the  appointment  office  as  having  met  the  approval 
of  the  Secretary  of  the  Interior. 

C.  Delano,  Secretary. 


SimSS  OF  APPOIHTXENT  CLEBK. 

Order.]  September  10,  1875. 

The  appointment  derk  is  the  custodian  of  the  records  and  files  of 
the  Department  pertaining  to  appointments  and  all  matters  con- 
nected therewith  and  is  held  responsible  for  their  safe-keeping.  He 
can  not  be  held  accountable  for  their  close  custody,  in  the  absence  of 
direct  authority  from  the  Secretary  forbidding  access  to  them,  with- 
out his  permission,  by  parties  who  have  no  direct  interest  in  the  mat- 
ters to  which  they  relate. 

Applications  for  appointments  and  records  of  correspondence  re- 
lating thereto  constitute  "  archives  of  the  Department,"  and  their 
examination  therefore,  without  authority  from  the  head  of  the  De- 
partment, can  not  be  permitted. 

C.  Delano, 
Secretary  of  the  Interior. 
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XAIL  ICATTSB  SENT  TO  FOST-OFPICE. 

Circular.]  Februahy  12,  1879. 

To  insure  dispatch  in  sending  out  the  mail  matter  of  this  De- 
partment from  the  city  post-office,  and  at  the  request  of  the  post- 
master, it  is  hereby  ordered  that  the  mail  of  uniform  size  be  arranged 
and  tied  in  packages  suitable  for  easy  handling,  with  addresses 
running  the  same  way,  before  being  deposited  in  the  post-office. 

Foreign  and  local  mail  should  he  arranged  separately. 

By  order  of  the  Secretary  of  the  Interior. 

Geo.  M.  Lockwood,  Chief  Clerk. 


IHDIAH  service  APPOINTMEKTS. 

Order.]  March  14, 1879. 

Hereafter  all  matters  relating  to  appointments,  suspensions,  or 
resignations  in  the  Indian  Service  (excepting  agency  employees) 
and  all  matters  relating  to  the  appointment,  removal,  resignation,  or 
suspension  of  clerks  in  the  office  of  surveyors-general,  together  with 
all  matters  relating  to  the  establishment,  removal,  or  discontinuance 
of  Indian,  land,  and  pension  agencies,  will  be  transacted  in  the  ap- 
pointment division. 

Geo.  M.  Lockwood, 

Chief  Clerk. 

TESTIMONIALS  TO  DISMISSED  EMPLOYEES. 

Order.]  JuLr  16,  1879. 

It  is  hereby  ordered  that  chiefs  of  divisions  or  other  subordinate 
officers  of  this  Department  shall  not  give  to  dismissed  or  discharged 
employees  letters  of  recommendation  or  testimonials  of  any  character, 
except  with  the  approval  of  the  chief  of  bureau  or  office. 

C.  ScHURz,  Secretary. 

ADDBE88E8  OP  ABSENT  BTIBEAU  CHIEPB. 

Circular.]  August  2,  1879. 

Chiefs  of  bureaus  and  offices  of  this  Department,  when  absent 
from  Washington,  will  furnish  to  the  Secretary  of  the  Interior  their 
addressee,  both  mail  and  telegraphic,  while  so  absent,  and  also  give 
notice  of  any  change  that  may  occur  during  the  time  of  absence. 

C.  ScHURz,  Secvptary, 

BBANCH  PBINTING  OFFICE. 

Circular.]  September  23,  1879. 

Hereafter  the  branch  printing  office  now  located  in  the  Patent 
Office  will  be  under  the  exclusive  control  of  the  office  of  the  Secretary 
of  the  Interior,  so  far  as  relates  to  the  work  to  be  done  in  said 
branch. 


GENERAL  REQUIATIONS   OP   THE   DEPARTMENT.  7 

It  is  suggested  that  in  cases  in  which  a  personal  consultation 
appears  necessary  such  consultation  should  be  held  in  a  room  set 
apart  for  such  purposes,  such  room  to  be  in  charge  of  a  competent 
cierk. 

C.  ScHURz,  Secretary. 


PAPERS  RELATING  TO  VIOLATIONS  OP  PENSION  LAWS. 

June  5,  1877. 
TT:ie  Commissioner  of  Pensions: 

I  have  the  honor  to  direct  that  hereafter,  when  a  person  is  charged 
with  the  violation  of  any  law,  with  the  administration  of  which 
you  are  charged,  and  it  shall  appear  to  you  that  the  person  so  offend- 
ing should  be  prosecuted,  the  papers  relating  to  the  charge  shall  be 
suomitted  to  this  Department  lor  consideration. 

If  it  shall  appear  to  this  Department  that  there  is  sufficient  evi- 
dence upon  which  to  base  a  prosecution,  the  papers  will  be  forwarded 
to  the  Department  of  Justice  with  the  request  that  they  be  trans- 
mitted to  the  United  States  district  attorney,  with  such  instructions 
as  the  Attorney-General  may  think  proper  to  give. 
Very  respectfully, 

C.  ScHTJRZ,  Secretary. 


00BBE8P0NDEN0E  INSTBVCTIONS. 

Circular.]  Department  op  the  Interior, 

Washington,  D.  C,  July  17, 1877. 

The  following  instructions  relative  to  correspondence  are  published 
for  the  benefit  of  all  concerned : 

1.  Communications  to  or  from  the  Department  or  its  bureaus 
should  not  relate  to  more  than  one  subject. 

2.  The  number  and  nature  of  inclosures  should  be  specified  in  the 
letter  of  transmittal,  and  the  inclosures  themselves  be  numbered  and 
briefed  on  the  second  page  of  the  fold. 

3.  Communications  to  the  Department  will,  in  all  cases,  be  briefed 
UDon  the  first  page  of  the  fold  in  such  manner  as  to  show :  First,  from 
whence  and  date;  second,  name  of  writer;  third,  subject,  to  clearly 
and  fully  indicate  the  nature  of  the  communication;  fourth,  the 
date  of  receipt  and  number  of  inclosures  should  invariably  be  shown 
on  the  first  page  of  the  fold. 

4.  The  use  of  file  jackets  and  envelopes  will  be  discontinued,  as  far 
as  practicable.  When  used,  they  must  bear  such  notations  as  to 
fully  indentify  them  with  the  papers  of  which  they  are  a  part. 

When  papers  are  temporarily  withdrawn  from  file  jackets  or  en- 
velopes, a  memorandum  of  such  action,  and  date  thereof,  will  be 
made  on  the  jackets  or  envelopes,  and  they  will  be  kept  on  the  files 
until  return  of  original  papers  as  a  receipt  of  the  person  to  whom 
such  papers  are  delivered. 
By  order  of  the  Secretary : 

Geo.  M.  Lockwood, 

Chief  Cl^^ 
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The  blanks  and  blank  books  have  been  numbered  as  follows: 


office 1-001  to  1-009 

Fatent  Office 2-001  to  2-909 

Penaton  Office 3-001  to  3-990 

General  Land  Office 4-001  to  4r-999 

Office  of  Indian  Affairs 5-001  to  5-999 

Bureau  of  Education 6-001  to  0-999 

Genans  Office 7-001  to  7-1300 

Office  of  auditor  of  railroad  accouuts 8-001  to  8-999 

Ofllce  of  the  United  States  Geological  Survey 9-001  to  9-999 

The  offioe  to  which  the  blank  belongs  is  indicated  by  the  left-hand 
figure,  which  is  made  prominent  by  being  separated  from  the  other 
fiacres  of  the  number  by  a  dash.  This  system  of  numbering  the 
blanks  and  books  will  be  strictly  adhered  to. 

When  a  new  blank  is  substituted  for  one  of  similar  character  it 
will  take  the  number  of  the  old  form. 

Hereafter  only  such  changes  as  are  absolutely  necessary  will  be 
made  in  the  blanks,  and  when  new  blanks  are  to  be  introduced,  or 
when  old  ones  are  to  be  discarded,  it  is  requested  that  the  Depart- 
ment be  promptly  notified  thereof. 

The  blanks  and  books  which  are  conmion  to  several  or  all  the 
bureaus  have  been  included  in  the  list  of  departmental  forms,  and 
will  be  kept  on  hand  and  furnished  on  requisition  by  the  Depart- 
ment    (Form  1-059.) 

Uniformity  will  be  maintained  as  far  as  possible  in  the  size,  style, 
and  type  of  blanks,  and  in  the  size  and  style  of  binding  of  blank 
books. 

The  blanks  that  are  in  constant  use,  and  in  which  no  change  is 
liable  to  be  required,  should  be  printed  in  quantities  sufficient  to 
last  six  months  or  one  year. 

A.  Bell,  Acting  Secretary. 

« 

ICATTEB  BEQinBIHG  8IGHATUBE  OF  SECBETABT. 

Ordered.]  June  15,  1881. 

That  all  official  matter  reauirinff  the  si^ature  of  the  Secretary 
of  the  Interior  be  submitted  tnrough  the  chief  clerk  unless  otherwise 
directed. 

S.  J.  KiRKWOOD,  Secretary. 


ICATTEB  FOB  PUBLICATIOH. 

Septe^iber  15,  1881. 

Ordered^  That  hereafter  subordinates  of  the  Secretary's  office  will 
not  furnish  matter  for  publication  except  upon  the  order  of  the  Sec- 
retary, Assistant  Secretary,  or  chief  clerk. 

S.  J.  KiRKWooD,  Secretary. 

PENALTY  ENVEL0FB8. 

Circular.]  October  1, 1881. 

It  having  come  to  the  knowled^  of  this  Department  that  certain  of 
its  officers  at  remote  points  are  m  the  habit  of  allowing  contractors 
and  others  to  use  the  penalty  envelopes  supplied  by  the  Department 
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XAIL  1CATTE&  SENT  TO  FOST-OFPICE. 

CSrcular.]  Februahy  12,  1879. 

To  insure  dispatch  in  sending  out  the  mail  matter  of  this  De- 
partment from  the  city  post-office,  and  at  the  request  of  the  post- 
master, it  is  hereby  ordered  that  the  mail  of  uniform  size  be  arranged 
and  tied  in  packages  suitable  for  easy  handling,  with  addresses 
running  the  same  way,  before  being  deposited  in  the  post-office. 

Foreign  and  local  mail  should  be  arranged  separately. 

By  order  of  the  Secretary  of  the  Interior. 

Geo.  M.  Lockwood,  Chief  Clerk* 


UmiAN  SEBVICE  APPOINTMEKTS. 

Order.]  March  14, 1879. 

Hereafter  all  matters  relating  to  appointments,  suspensions,  or 
resignations  in  the  Indian  Service   (excepting  agency  employees) 
and  all  matters  relating  to  the  appointment,  removal,  resignation,  or 
suspension  of  clerks  in  the  office  of  surveyors-general,  together  with 
all  matters  relating  to  the  establishment,  removal,  or  discontinuance 
of  Indian,  land,  and  pension  agencies,  will  be  transacted  in  the  ap- 
pointment division. 

Geo.  M.  Lockwood, 

Chief  Clerk. 

TE8TIM0HIALS  TO  DISmSSEl)  EMPLOYEES. 

Order.]  Jui.r  16,  1879. 

It  is  hereby  ordered  that  chiefs  of  divisions  or  other  subordinate 
officers  of  this  Department  shall  not  give  to  dismissed  or  discharged 
employees  letters  of  reconmiendation  or  testimonials  of  any  character, 
except  with  the  approval  of  the  chief  of  bureau  or  office. 

C.  ScHURz,  Secretary. 

ADDBB88B8  OE  ABSENT  BUBEAV  0HIEP8. 

Circular.]  August  2, 1879. 

Chiefe  of  bureaus  and  offices  of  this  Department,  when  absent 
from  Washington,  will  furnish  to  the  Secretary  of  the  Interior  their 
addresses,  both  mail  and  telegraphic,  while  so  absent,  and  also  give 
notice  of  any  change  that  may  occur  during  the  time  of  absence. 

C.  ScHURZ,  SecTP.tary. 

BRANCH  FEINTING  OFPICE. 

Circular.]  September  23,  1879. 

Hereafter  the  branch  printing  office  now  located  in  the  Patent 
Office  will  be  under  the  exclusive  control  of  the  office  of  the  Secretary 
of  the  Interior,  so  far  as  relates  to  the  work  to  be  done  in  said 
branch. 


>/AA  iiiaue  out. 

A.  Bell,  A 


LPPOIKTXENT  APPLICATIONS  AND  TESTIXi 

Oa 

■  bureaus,  in  making  official  recommendat 
under  their  respective  bureaus,  will  in  s 
etary,  to  be  filed  in  this  office,  the  applic 
the  persons  so  recommended  by  them. 

C.   SCHU 


OOBBESPOHDEHCE  RECORDS. 

J 

after  July  1,  1880,  the  system  of  records  \ 
d  "  letters  sent,"  together  with  auxiliary  r 
onform  with  the  recommendations  of  th 
s,  records,  etc.,  convened  by  order  of  May 
ion  that  "  letters  received ''  shall  be  entei 
series  of  numbers  in  each  calendar  year, 
indexing  of  all  correspondence,  both  rece 
ised  upon  the  "  Burr  system,"  as  recomn 
3  supplemental  report  of  June  1  instant, 
pector  of  records  "  will  be  appointed  frc 
visions,  each  to  serve  for  a  period  of  three  m( 
he  instructions  of  and  report  to  the  chief  cl 
nstructions  shall  properly  be  carried  out. 
)mmended  to  the  chiefs  of  bureaus  and  offi< 
hat  they  adopt,  so  far  as  practicable,  the  s 
cribed  for  the  Secretary's  office,  for  the  bu 
:)ffices,  to  the  end  that  uniforrm^^  ^- 

on  fori 
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The  blanks  and  blank  books  have  been  numbered  as  follows: 

Secretary'B  office 1-001  to  1-099 

PBtmt  Office 2-001  to  2-999 

Pension  Office 3-001  to  3-999 

G^ieral  Land  Office 4-001  to  4^-999 

Office  of  Indian  Affairs 5-001  to  5-999 

Bureau  of  Education 6-001  to  6-999 

Census  Office 7-001  to  7-1300 

Office  of  auditor  of  railroad  accounts 8-001  to  8-999 

Office  of  the  United  States  Geological  Survey 9-001  to  9-999 

The  offioe  to  which  the  blank  belongs  is  indicated  by  the  left-hand 
figure,  which  is  made  prominent  by  being  separated  from  the  other 
figures  of  the  number  by  a  dash.  This  system  of  numbering  the 
blanks  and  books  will  be  strictly  adhered  to. 

When  a  new  blank  is  substituted  for  one  of  similar  character  it 
will  take  the  number  of  the  old  form. 

Hereafter  only  such  changes  as  are  absolutely  necessary  will  be 
made  in  the  blanks,  and  when  new  blanks  are  to  be  introduced,  or 
when  old  ones  are  to  be  discarded,  it  is  requested  that  the  Depart- 
ment be  promptly  notified  thereof. 

The  blanks  and  books  which  are  common  to  several  or  all  the 
bureaus  have  been  included  in  the  list  of  departmental  forms,  and 
will  be  kept  on  hand  and  furnished  on  requisition  by  the  Depart- 
ment.    (Form  1-059.) 

Uniformity  will  be  maintained  as  far  as  possible  in  the  size,  style, 
and  type  of  blanks,  and  in  the  size  and  style  of  binding  of  blank 
books. 

The  blanks  that  are  in  constant  use,  and  in  which  no  change  is 
liable  to  be  required,  should  be  printed  in  quantities  sufficient  to 
last  six  months  or  one  year. 

A.  Bell,  Acting  Secretary. 

ICATTEB  BEQinBIHG  8IGHATUBE  OF  SECBETABT. 

Ordered.]  June  15,  1881. 

That  all  official  matter  reauirin^  the  si^ature  of  the  Secretary 
of  the  Interior  be  submitted  tnrough  the  chief  clerk  unless  otherwise 
directed. 

S.  J.  BoRKWOOD,  Secretary. 


XATTEB  FOB  PUBLICATION. 

September  15,  1881. 

Ordered^  That  hereafter  subordinates  of  the  Secretary's  office  will 
not  furnish  matter  for  publication  except  upon  the  order  of  the  Sec- 
retary, Assistant  Secretary,  or  chief  clerk. 

S.  J.  KiRKWOOD,  Secretary. 

PENALTY  ENVELOPES. 

Circular.]  October  1, 1881. 

It  having  come  to  the  knowledge  of  this  Department  that  certain  of 
its  officers  at  remote  points  are  m  the  habit  of  allowing  contractors 
and  others  to  use  the  penalty  envelopes  supplied  by  the  Department 


lil   M.^    A\h    liKcri.ATIONB,  DEPABTMENT   OF   INTEEIOB. 

ilii'  -^ulr  w-v  III"  ^;ii(!  iilKcers,  it  is  hereby  strictly  enjoined  upon  all 
■fi-~  nf  litis  l)ii|j;u'liiu'nt  that  tliey  must  not  permit  penalty  envel- 
-  (ir  c,niciiil  jni-.|ii^'("  -liimps  to  pass  from  their  custody  for  use  by 
■  iilliff  pfi'suii  whniii-ucver. 

A.  Bell,  Acting  Secretary, 

CLOSE  or  BuiLsnro. 

Irr.]  No^-BMBER  4,  1681. 

'^nnii  ;niil  jifiiT  Ihi-^  tliite  the  Department  of  the  Interior  and  its 

i'r:il  iiii(i;in-  :tMil  ulli.rii  {with  the  exc«ption  of  the  Patent  Office) 
I  Im>  I'li.-i'il  In  |ii-i--nii-  not  ofliciais  or  employees  of  the  Department 

S.  J.  KiHivWooD,  Secretary. 

VOUCHERS   FOR   EXPENDITURES  7B0M   GOHTnlQEnT   APPEOPKIATIOKB. 

r,  I  November  18,  1881. 

■iimI'ivi'  >niii'ii>'r-  nivering;  expenditures  on  account  of  the  con- 
iii  ii|i|irn|.r  i,,i  mil-  fur  this  Department  and  its  several  bureaus 
i.iljiT-  uill  iimI  Ih'  ^ipproved  for  payment  unless  such  vouchers 
iifiriii  ilii'  l;iii'  il]i  iifif  the  date  of  the  authority  of  the  Secre- 
-  iiillri'  U<v  -iiih  f.\ penditure,  in  compliance  with  section  8683, 

S.  .T.  KiRKwooD,  Secretary. 


GENERAL  REGOUTIONS  OF  THE  DEPARTMENT  OF  THE 
INTERIOR. 


APFZICATIOirS  FOK  07FICI  OB  TZBTHCOHIAU. 

Order.]  Makoh  1, 1858. 

In  accordance  with  the  request  of  the  President  of  the  United 
Stat«s,  after  consultation  with  the  members  of  his  Cabinet,  I  hereby 
direct  that  no  application  for  office  or  testimonials  filed  in  behalf 
of  applicants  shall  be  permitted  to  be  withdrawn  after  they  have  been 
acted  upon,  and  thereby  made  the  basis  of  appointment. 

The  chief  clerk  of  the  Department  will  communicate  this  order  to 
the  heads  of  the  several  bureaus  of  the  Department  for  their  informa- 
tion and  observance. 

Alex's  H.  H.  Stoaht, 
Secretary  of  the  Interior. 

OEAVQES  tH  PAT  BOLLB. 

Order.]  July  7, 1873. 

In  order  to  secure  accuracy  and  avoid  confusion  in  the  preparation 
of  the  pay  rolls  of  the  Department  and  its  bureaus,  it  is  hereby  or- 
dered tnat  no  changes  be  made  upon  such  rolls  unless  the  same  are 
certified  through  the  appointment  office  as  having  met  the  approval 
of  the  Secretary  of  the  interior. 

C.  Delano,  Secretary. 


DITTIES  OF  APP0I1TTKE5I  CLERK. 

Order.]  September  10,  1875. 

The  appointment  clerk  is  the  custodian  of  the  records  and  files  of 
the  Department  pertaining  to  appointments  and  all  matters  con- 
nected therewith  and  is  held  responsible  for  their  safe-keeping.  He 
can  not  be  held  accountable  for  their  close  custody,  in  the  absence  of 
direct  authority  from  the  Secretary  forbidding  access  to  them,  with- 
out his  permission,  by  parties  who  have  no  direct  interest  in  the  mat- 
ters to  which  they  relate. 

Applications  for  appointments  and  records  of  correspondence  re- 
lating thereto  constitute  "  archives  of  the  Department,"  and  their 
examination  therefore,  without  authority  from  the  head  of  the  De- 
partment, can  not  be  permitted. 

C,  Delano, 
Secretary  of  the  Interior. 
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z/es^  for  the  consideration  of  this  office  before  consulting  with  the 
s^d  Treasury  officials. 

It  is  not  considered  desirable  or  advisable  that  communications 
-with  other  Executive  Departments  of  the  Government  or  branches 
thereof  should  be  held  without  the  knowledge  of  the  Secretary  of  the 
Interior. 

M.  L.  JOSLTK, 

Acting  Secretary. 


ISAYS  07  AB8SVCB  TO  TSBBITOBIAL  OOVEBHOBS  AND  SSCBSTABZE8. 

Qrcular.]  Department  of  the  Interior, 

Washington^  D.  C.^  June  11^  188S. 

The  following  rules  goveminff  leaves  of  absence  to  governors  and 
secretaries  of  Territories  are  published  for  the  information  and  guid- 
ance of  those  concerned : 

I.  Officers  wiU  not  absent  themselves  from  their  posts  of  duty  with- 
out authority  from  the  Department,  previously  obtained. 

U.  Absence  of  both  the  governor  and  the  secretary  of  a  Territory 
at  the  same  time  will  not  be  permitted. 

ni.  All  applications  must  be  addressed  to  the  Secretary  of  the 
Interior,  and  must  state — 

First.  The  reason  for  asking  a  leave. 

Second.  The  number  of  days  desired  and  the  dates  between  which 
the  leave  is  to  be  taken. 

Third.  The  number  of  days,  if  any,  already  taken  during  the  ex- 
isting calendar  year. 

Applications  should  be  in  writing,  except  where  time  is  important, 
when  the  telegraph  mav  be  used. 

IV.  Immemately  before  departure  from  his  post  of  duty,  on  leave 
of  absence  grantea,  the  officer  will  announce  to  the  Department  the 
day  on  which  the  leave  will  actually  begin,  and  upon  return  he  will 
in  like  manner  communicate  the  fact  and  date  of  return. 

V.  The  application  of  a  secretary  of  a  Territory  for  leave  of  ab- 
sence will  be  submitted  to  the  governor,  by  whom  it  will  be  forwarded 
to  the  Department  with  such  recommendation  as  he  may  deem  proper, 
and  all  communications  from  a  secretary  relative  to  leaves  of  ab- 
sence will  be  forwarded  through  the  same  channel. 

A  failure  to  follow  specifically  the  above  instructions  will  be  pro- 
ductive of  delay  in  securing  a  leave  of  absence  and  in  the  settlement 
of  accounts,  and  the  Department  will  insist  upon  their  observance. 

H.  M.  Teller,  Secretary. 


OOTTHTSBSIGimfG  OF  TBAHSPOBTATIOH  BEQinSSTS. 

Order.]  July  10,  1883. 

The  chief  derk  of  the  Department  is  authorized  to  countersign  all 
transportation  requests  issued  from  and  for  the  use  of  the  Secre- 
tary's Office,  Department  of  the  Interior. 

H.  M.  Teller,  Secretary. 


GENERAL  BEQTJIATIONS   OF   THE   DEPAETMENT.  7 

It  is  suggested  that  in  cases  in  which  a  personal  consultation 
appears  necessary  such  consultation  should  be  held  in  a  room  set 
apart  for  such  purposes,  such  room  to  be  in  charge  of  a  competent 
clerk. 

C  SoHnRZ,  Secretary. 


papers  bzlatihe  to  tiolatioitb  of  iihsioh  laws. 

June  5,  1877. 
The  CoMuissiONEH  OF  Pensiokb: 

I  have  the  honor  to  direct  that  hereafter,  when  a  person  is  charged 
with  the  violation  of  any  law,  with  the  administration  of  which 
you  are  charged,  and  it  shall  appear  to  you  that  the  person  so  offend- 
ing should  be  prosecuted,  the  papers  relating  to  the  charge  shall  be 
submitted  to  tMs  Department  for  consideration. 

If  it  shall  appear  to  this  Department  that  there  is  sufficient  evi- 
dence upoD  which  to  base  a  prosecution,  the  papers  will  be  forwarded 
to  the  Department  of  Justice  with  the  request  that  they  be  trans- 
mitted to  the  United  States  district  attorney,  with  such  instructions 
as  the  Attorney-General  may  think  proper  to  give. 
Very  respectfully, 

C.  ScHURZ,  Secretary, 


COBSEBFOirOENCE  DrSTBUCTIONS. 

Circular.]  Department  of  the  Interior, 

Washington,  Z>.  C,  July  17,  1S77. 
The  following  inHtnictions  relative  to  correspondence  are  published 
for  the  benefit  of  all  concerned : 

1.  Communications  to  or  from  the  Department  or  its  bureaus 
should  not  relate  to  more  than  one  subject. 

2.  The  number  and  nature  of  inclosures  should  be  specified  in  the 
letter  of  transmittal,  and  the  inclosures  themselves  be  numbered  anil 
briefed  on  the  second  piige  of  the  fold. 

3.  Communications  to  the  Department  will,  in  all  cases,  be  briefed 
upon  the  fii-st  page  of  the  fold  in  such  manner  as  to  show :  First,  from 
wnence  and  date;  .second,  name  of  writer;  third,  subject,  to  clearly 
and  fully  indicate  the  nature  of  the  communication;  fourth,  the 
date  of  receipt  and  number  of  inclosures  should  invariably  be  shown 
on  the  first  page  of  the  fold. 

4.  The  use  of  file  jackets  and  envelopes  will  be  discontinued,  as  far 
as  practicable.  When  used,  they  must  bear  such  notations  as  to 
fulfv  indentify  them  with  the  paperK  of  which  they  are  a  part. 

AVhen  papers  are  temporarily  withdrawn  from  file  jackets  or  en- 
velopes, a  memorandum  of  such  action,  and  date  thereof,  will  be 
ma<le  on  the  jackets  or  envelopes,  and  they  will  be  kept  on  the  files 
until  return  of  orijrinal  papers  as  a  receipt  of  the  person  to  whom 
such  papers  are  delivered. 
By  order  of  the  Secretary : 

Geo.  M.  Lockwood, 

Chief  Clerk. 
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Z1EFB0PE&  PRACTICES  OF  PENSION  ATT0BHXT8. 

October  31,  1883. 

Ordered^  That  whenever  an  attorney  is  charged  with  impropjer 
practices  in  prosecuting  claims  before  the  Pension  Office  the  Commis- 
sioner of  Pensions  shaU  investigate  the  matter,  giving  such  attorney 
dne  notice,  together  with  a  copy  of  the  charges  against  him,  that  he 
may  be  heard  in  the  premises.  When  the  mvestigation  shall  have 
been  concluded,  the  facts  shall  be  reported  to  the  Secretary  of  the 
Interior  for  consideration,  together  with  the  testimony  upon  which  it 
is  based,  and  the  recommendation  of  the  Commissioner.  During  the 
investigation  into  the  conduct  of  an  attorney  for  improper  practices, 
he  shaU  be  recognized  in  claims  before  the  Bureau  in  his  capacity 
as  attorney,  unless  for  special  reasons  conmiunicated  to  the  Secretary 
of  the  Interior  he  shall  be  suspended. 

H.  M.  Teller,  Secretary. 

OBAL  HEAEIHGS  IH  APPEAL  CASES  BEFORE  THE  SECBETABT. 

Order.]  November  14,  1883. 

Oral  hearings  in  cases  on  appeal  to  the  Secretary  from  decisions 
of  the  bureau  officers  of  this  Department,  when  permitted,  will  here- 
after be  limited  to  one  hour  for  each  side  of  the  case. 

H.  M.  Teller,  Secretary. 

BEFEBENCES  TO  ACTS  OF  CONGBESS  AHB  PUBLICATIONS. 

Order.]  November  15,  1883. 

In  communications  from  bureaus  and  offices  of  the  Department  of 
the  Interior  to  the  Secretary,  wherein  acts  of  Congress  are  cited  or 
references  to  publications  are  made,  the  volume  and  page  containing 
the  same  will  be  given. 

H.  M.  Teller,  Secretary. 

OOBBESPOHBENCE  INSTBTTCTIONS. 

Department  op  the  Interior, 
Washington^  November  20^  1883. 

The  following  extract,  from  Department  order  of  December  31, 
1880,  is  republished  for  the  information  and  guidance  of  all  con- 
cerned: 

H.  M.  Teller,  Secretary. 

Ordered: 

•  •••**« 

AU  communications  received  and  sent  by  the  office  are  comprehended  within 
the  terms  *'  letters  received  "  and  "  letters  sent,"  respectively. 

*•  Letters  received  "  consist  of  written  or  printed  communications  coming  Into 
the  office,  whether  in  the  guise  of  a  formal  letter,  an  Indorsement  upon  a  letter, 
memorandum,  circular,  or  order,  in  any  way  relating  to  the  business  of  the 
office ;  an  unofficial  or  informal  communication  uix)n  official  matters.  If  it  be 
necessary  or  proper  to  be  recorded;  a  memorandum  made  In  the  office  of  any 
verbal  communication  of  which  a  record  should  exist,  and,  generally,  of  any 
communication  reaching  the  office  to  which  futui'e  reference  may  become  neces- 
sary or  desirable. 

8.  Doc.  396,  59-2,  pt  1 2 
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MAIL  XATTEK  8XKT  10  POSI-OTTICX. 

Circular.]  Fzhhuabt  13,  1879. 

To  insure  dispatch  in  sending  out  the  mail  matter  of  this  De- 
partment from  the  city  post-omce,  and  at  the  request  of  the  post- 
master, it  is  hereby  ordered  that  the  mail  of  uniform  size  be  arranged 
and  tied  in  packages  suitable  for  easy  handling,  with  addresses 
running  the  same  way,  before  being  deposited  in  the  post-ofiSce. 

Forei^  and  local  mail  should  to  arranged  separately. 

By  order  of  the  Secretary  of  the  Interior. 

Geo.  M.  LocKwotMi,  Chief  Clerk. 

nntiAir  sektice  appoxktkehts. 

Order.]  Mabch  14, 1879. 

Hereafter  all  matters  relating  to  appointments,  suspensions,  or 
resignations  in  the  Indian  Service  (excepting  agency  employees) 
and  all  matters  relating  to  the  appointment,  removal,  resignation,  or 
suspension  of  clerks  in  the  office  of  surveyors-general,  together  with 
all  matters  relating  to  the  establishment,  removal,  or  discontinuance 
of  Indian,  land,  and  pension  agencies,  will  be  transacted  in  the  ap- 
pointment division. 

Geo.  M.  Lockwood, 

Chief  Clerk. 

TESTmOHIALS  10  niSKtSBES  EKPIOTEES. 

Order.]  Jm-7  16,  1879. 

It  is  hereby  ordered  that  chiefs  of  divisions  or  other  subordinate 
officers  of  this  Department  shall  not  give  to  dismissed  or  discharged 
employees  letters  of  recommendation  or  testimonials  of  any  character, 
except  with  the  approval  of  the  chief  of  bureau  or  office. 

C.  ScHUBZ,  Secretary, 

AIDBBISEB  OF  ABSBITT  BTBIAIT  CHIEFB. 

Circular.]  Adodst  2,  1879. 

Chiefs  of  bureaus  and  offices  of  this  Department,  when  absent 
from  Washington,  will  furnish  to  the  Secretary  of  the  Interior  their 
addresses,  botn  mail  and  telegraphic,  while  so  absent,  and  also  give 
notice  of  any  change  that  may  occur  during  the  time  of  absence. 

C.  ScHURz,  Secrntary, 

BKAKCH  f  SIHTIHQ  OFFICE. 

Circular.]  September  23,  1879. 

Hereafter  the  branch  printing  office  now  located  in  the  Patent 
Office  will  be  under  the  exclusive  control  of  the  office  of  the  Secretary 
of  the  Interior,  so  far  as  relates  to  the  work  to  be  done  in  said 
branch. 
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Notations  of  the  date  or  number  of  all  letters,  orders,  circulars,  memoranda, 
or  other  communications  issued  should  be  placed  upon  the  first  or  briefing  fold 
of  the  paper  upon  which  such  communications  are  based  or  upon  their  file 
jackets,  thus  enabling  an  executive  oflScer  to  see  at  a  glance  and  to  ascertain 
what  action  or  attention  the  case  has  already  recelyed. 

•  "  Letters  received  "  should  be  numbered  and  filed  consecutively,  beginning  and 
ending  with  each  calendar  year  in  the  class  of  registration  hereinbefore  de- 
•cribed  for  each  division.  Whenever  a  paper  is  withdrawn  from  its  file  a 
menorandum  slip  of  its  number  and  for  what  purpose  withdrawn  should  be  left 
in  its  place. 

Separate  communications  relating  to  one  particular  case,  though  independentiy 
recorded  and  numbered,  should  be  collected  and  filed  all  together.  Notations 
ihould  be  made  on  the  subsequent  papers  and  against  their  entries  in  the 
register  that  they  are  filed  with  the  first  communication  respecting  the  case. 

COPIES  OF  "LETTXBS   SENT." 

All  communications  emanating  from  the  office,  unless  very  unimportant, 
should  be  written  in  copying  ink,  press  copied,  and  afterwards  transcribed  in 
the  books  of  "  letters  sent"  Simple  indorsements  of  references  or  transmittal 
need  not  be  copied  or  recorded. 

Such  "  letters  sent "  as  are  purely  of  a  routine  character  and  of  frequent  re- 
currence should  be  prepared  upon  forms  printed  in  copying  ink,  designated  by 
numbers,  and  press  copied,  only  the  numl)ers  of  the  forms  and  the  manuscript 
portion  of  the  letter  being  recorded  if  necessary. 

When  copies  of  indorsements  are  necessary,  brief  descriptive  headings  should 
precede  the  entry  of  such  indorsements  as  do  not  within  themselves  set  forth 
the  names,  persons,  and  things  sufficient  for  indexing  purposes.  The  names  in 
the  brief  of  the  indorsement  or  report,  or  in  the  body  of  the  communication 
recorded  in  the  letter  docket,  which  require  to  be  indexed,  should  be  underlined 
by  the  recorders  in  red  ink. 

The  entry  marks  of  the  "  letters  received "  upon  which  a  "  letter  sent "  is 
based  should  be  noted  in  the  margin  of  the  record  books  of  "  letters  sent." 

The  numl)ers  of  the  pages  on  which  the  immediately  preceding  or  immediately 
succeeding  letters  on  the  same  subject,  or  to  the  same  party,  are  to  be  found 
shoold  be  entered  on  the  margin  of  the  record. 

INDEXING. 

An  alphabetical  index  (Burr's  system)  will  be  kept  up  from  day  to  day  in 
connection  with  each  record  book  of  **  letters  received  "  and  **  letters  sent." 

The  indexes  should  contain  the  names  of  all  persons  and  things  appearing  In 
the  record  books  on  the  subjects  of  the  communications  recorded  therein,  no 
name  being  entered  more  than  once. 

In  the  index  of  "  letters  received  "  the  nunilwrs  of  the  communications  indexed 
will  he  entered  opposite  the  names,  and  in  "  letters  sent "  the  pages  of  the  record 
book  on  which  communications  are  transcribed. 

Copious  Indexes  of  subjects  of  general  interest  or  involving  principles  appli- 
cable to  similar  cases  likely  to  arise  in  the  future  should  be  compiled  from 
individual  cases  after  they  have  received  the  action  of  the  proper  authorities 
and  have  been  recorded.  These  indexes  should  embrace  the  records  of  as  many 
unbroken  years  as  is  consistent  with  convenience  of  size  and  handling. 

I 

HANDWBrriNO   AND   MATEBIALS. 

No  other  writing  fluid  than  good  black  and  red  inks  will  be  sanctioned,  and 
copying  ink  will  be  used  only  for  letters  to  be  press  copied. 

Handwriting  on  record  books  and  on  official  papers  should  be  plain  and  of 
good  size,  flourishing  and  ornamental  writing  being  especially  avoided  and  for- 
bidden.    Proper  names  should  always  be  written  with  especial  care. 

Chiefs  of  bureaus  and  offices  are  requested  to  conform  to  these  regulations,  as 
far  as  practicable.  In  conducting  the  business  of  their  respective  offices. 

C.  ScHUBZ,  ticciGtary, 
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Tie  blanks  aod  blank  books  have  been  numbered  as  follows: 

Ctocretarj'a  offloe 1-001  to  1-899 

Patent  OBco 2-001  to  2-990 

Pension  Office 3-001  to  8-690 

General  Land  Office 4-OOJ  to  4-flOO 

Office  of  Indian  AtTalra 6-001  to  5-flOfl 

Bnrean  of  Education 6-001  to  6-009 

Oenaos  Office 7-001  to  7-1300 

Office  <rf  auditor  of  railroad  accounts 8-O01  to  S-89S 

Office  of  the  United  Stateii  aeologlcal  Surrey 0-001  to  0-990 

The  offioe  to  which  the  blank  belongs  is  indicated  by  the  left-hand 
figure,  which  is  made  prominent  by  being  separated  from  the  oUier 
^ures  of  the  number  by  a  dash.  This  system  of  numbering  the 
blanks  and  books  will  be  strictly  adhered  to. 

When  a  new  blank  is  substituted  for  one  of  similar  character  it 
will  take  the  number  of  the  old  form. 

Hereafter  only  such  changes  as  are  absolutely  necessary  will  be 
made  ui  the  blanks,  and  when  new  blanks  are  to  be  introduced,  or 
when  old  ones  are  to  be  discarded,  it  is  requested  that  the  Depart- 
ment be  promptly  notified  thereof. 

The  blanks  and  books  which  are  common  to  several  or  all  the 
bureaus  have  been  included  in  the  list  of  departmental  forms,  and 
will  be  kept  on  hand  and  furnished  on  requisition  by  the  Depart- 
ment.    (Form  1-059.) 

Uniformity  will  be  maintained  as  far  as  possible  in  the  size,  style, 
and  type  of  blanks,  and  in  the  size  and  style  of  binding  of  blank 
books. 

The  blanks  that  are  in  constant  use,  and  in  which  no  change  is 
liable  to  be  required,  should  be  printed  in  quantities  sufficient  to 
last  six  months  or  one  year. 

A.  Bell,  Acting  Seoretary. 

MATTXK  EEQUIBINa  SI6HATUSE  OF  SECRITART. 

Ordered.]  June  15,  1881. 

That  all  official  matter  reoMiring  the  signature  of  the  Secretary 
of  the  Interior  be  submitted  through  the  chief  clerk  unless  otherwise 
directed. 

S.  J.  KiRKWOOD,  Secretary. 

HATTER  FOE  FTlBLICATIOir. 

September  15,  1881. 
Ordered,  That  hereafter  subordinates  of  the  Secretary's  office  will 
not  furnish  matter  for  publication  except  upon  the  order  of  the  Sec- 
retary, Assistant  Secretary,  or  cliief  clerk. 

S.  J.  KiKKwoOD,  Secretary, 

PSHAITT  EHTIIOIBI. 

Circular.]  October  1, 1881. 

It  having  come  to  the  knowledge  of  this  Department  that  certain  of 
its  officers  at  remote  points  are  m  the  habit  of  allowing  contractors 
and  others  to  use  the  penalty  envelopes  supplied  by  the  Department 


GENERAL  REGULATIONS  OF  THE  DEPARTMENT  OF  THE 
INTERIOR. 


APSUCATIOKS  VOB  OFFICE  OK  TESTHfOHIALS. 

Order.J  Mabch  1, 1858. 

In  accordance  with  the  request  of  the  President  of  the  United 
States,  after  consultation  with  the  members  of  his  Cabinet,  I  hereby 
direct  that  no  application  for  office  or  testimonials  filed  in  behalf 
of  applicants  shall  be  permitted  to  be  withdrawn  after  they  have  been 
acted  upon,  and  thereby  made  the  basis  of  appointment. 

The  chief  clerk  of  the  Department  will  communicate  this  order  to 
the  heads  of  the  several  bureaus  of  the  Department  for  their  informa- 
tion and  observance. 

Alez'r  H.  H.  Stuart, 

Secretary  of  the  Interior. 


CHAnOIS  m  FAT  EOLLS. 
Order.]  Jdi-t  7,  1873. 

In  order  to  secure  accuracy  and  avoid  confusion  in  the  preparation 
of  the  pay  rolls  of  the  Department  and  its  bureaus,  it  is  hereby  or- 
dered that  no  changes  be  made  upon  such  rolls  unless  the  same  are 
certified  through  the  appointment  office  as  having  met  the  approval 
of  the  Secretary  of  the  Interior. 

C.  Delano,  Secretary. 


SIFTISS  OF  AFFOISTHEirr  CLEEE. 

Order.]  Septembeh  10,  1875. 

The  appointment  clerk  is  the  custodian  of  the  records  and  files  of 
the  Department  pertaining  to  appointments  and  all  matters  con- 
nected therewith  and  is  held  responsible  for  their  safe-keeping.  He 
can  not  be  held  accountable  for  their  close  custody,  in  the  absence  of 
direct  authority  from  the  Secretary  forbidding  access  to  them,  with- 
out his  permission,  by  parties  who  have  no  direct  interest  in  the  mat- 
ters to  which  they  relute. 

Applications  for  appointments  and  records  of  correspondence  re- 
lating thereto  constitute  "  archives  of  the  Department,"  and  their 
exammation  therefore,  without  authority  from  the  head  of  the  De- 
partment, can  not  be  permitted. 

C.  Delano, 
Secretary  of  the  Interior. 
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Ic:  that  I  will  bear  true  lalth  and  all^lance  to  the  same;  that  I  take 
illgatlon  freely  without  any  meDtal  reservation  or  purpose  of  evasloo; 
at  I  win  well  and  faithfully  discbarge  tbe  duties  of  the  office  on  wtalcb 
bont  to  enter.    So  help  me  Ood. 

BE0TTLATI0N8. 

Jnder  tbe  authority  conferred  on  the  Secretary  of  the  Interior 
J  fifdi  section  of  the  act  of  July  4,  1884,  it  is  hereby  prescribed 
n  attorney  at  law  who  desires  to  represent  claimants  before  the 
-tment  or  one  of  its  bureaus  shall  file  a  certificate  of  the  clerk 
I  United  States,  State,  or  Territorial  court,  duly  authenticated 

the  seal  of  the  court,  that  he  is  an  attorney  in  good  standing. 
iny  person  (not  an  attorney  at  law)  who  desires  to  appear  as 

for  claimRnts  before  the  Department  or  one  of  its  bureaus 
file  a  certificate  from  a  judge  of  a  United  States,  State,  or 
»rial  court,  duly  authenticated  under  the  seal  of  the  court, 
luch  person  is  of  good  moral  character  and  in  good  repute, 
sed  of  the  necessary  qualifications  to  enable  him  to  render 
ints  valuable  service,  and  otherwise  competent  to  advise  and 
them  in  the  presentation  of  their  claims. 

rhe  Secretary  may  demand  additional  proof  of  qualifications, 
jserves  the  right  to  decline  to  recognize  any  attorney,  agent,  or 
person  applying  to  represent  claimants  under  this  rule, 
rhe  oath  of  allegiance  required  by  section  3478  of  the  United 
;  Revised  Stjitutes  must  also  be  filed. 

n  the  case  of  a  firm  the  names  of  the  individuals  composing  the 
nust  be  given,  and  a  certificate  and  oath  as  to  each  member  of 
•m  will  be  required. 

Jnless  specially  called  for,  the  certificate  above  referred  to  will 
i  required  of  any  altoiney  or  agent  heretofore  recognized  and 
Q  good  standing  before  the  Department. 

Vn  applicant  for  admission  to  practice  under  the  above  regula- 
must  address  a  letter  to  the  Secretary  of  the  Interior,  inclosing 
rtificate  and  oalh  above  required,  in  which  letter  his  full  name 
ost-offiee  address  must  be  given.  He  must  state  whether  or  not 
3  ever  been  recognized  as  attorney  or  agent  before  this  Depart- 
or  any  bureau  thereof;  and  if  so,  whether  he  has  ever  been  sus- 
d  or  disbarred  from  practice.  He  must  also  state  whether  he 
any  ofiice  of  trust  or  profit  under  the  Government  of  the  United 

fo  person  wlio  has  been  an  officer,  clerk,  or  employee  of  this 
rtmL'nt  within  two  years  prior  to  his  application  to  appear  in 
ase  pending  herein  shall  be  recognized  or  permitted  to  appear 
attorney  or  agent  in  any  such  case  as  shall  have  been  pending 
*  Dpiinrtineut  at  or  before  the  dat*!  he  left,  the  servicp, :    Pro- 
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It  is  suggested  that  in  coses  in  which  a  personal  consultation 
sppears  necessary  such  consultation  should  be  held  in  a  room  set 

aiart  for  Budi  purposes,  sudi  room  to  be  in  charge  of  a  competent 
erk. 

C.  SoHDRZ,  Secretary. 


PAPBM  BBLATIHO  TO  TIOLATIOMS  OV  PBHSUn  LAWS. 

JuNB  5,  1877. 

The  COMMMWIONBR  OF  PENSIONS: 

I  have  the  honor  to  direct  that  hereafter,  when  a  person  is  charged 
with  the  violation  of  anj  law,  with  the  administration  of  which 
you  are  charged,  and  it  shall  appear  to  you  that  the  person  so  offend- 
ing should  M  prosecuted,  the  papers  relating  to  the  charge  shall  be 
submitted  to  this  Department  for  consideration. 

If  it  shall  appear  to  this  Department  that  there  is  sufficient  evi- 
dence upon  whicQ  to  base  a  prosecution,  the  papers  will  be  forwarded 
to  the  Department  of  Justice  with  the  request  that  they  be  trans- 
mitted to  the  United  States  district  attorney,  with  such  mstructions 
as  the  Attorney- General  may  think  proper  to  give. 
Very  respectfully, 

C  ScHUHZ,  Secretary. 


ODSBEBPOHDEItOS  nTSTBCCnOITB. 

Circular.]  Department  oe  the  Interioh, 

Washinffion,  D.  C,  July  17, 1877. 
The  following  instructions  relative  to  correspondence  are  publishe<I 
for  the  benefit  of  all  concerned : 

1.  Communications  to  or  from  the  Department  or  its  bureaus 
should  not  relate  to  more  than  one  subject. 

2.  The  number  and  nature  of  inclosures  should  be  specified  in  the 
letter  of  transmittal,  and  the  inclosures  themselves  be  numbered  and 
briefed  on  the  second  page  of  the  fold. 

3.  Communications  to  the  Department  will,  in  all  cases,  be  briefed 
upon  the  first  page  of  the  fold  in  such  manner  as  to  show :  First,  from 
whence  and  date;  second,  name  of  writer;  third,  subject,  to  clearly 
and  fully  indicate  the  nature  of  the  communication;  fourth,  the 
date  of  receipt  and  numl)er  of  inclosures  should  invariably  be  shown 
on  the  first  page  of  the  fold. 

4.  The  use  of  file  jackets  and  envelopes  will  be  discontinued,  as  far 
as  practicable.  When  used,  they  must  bear  such  notations  as  to 
fulfv  indentify  them  with  the  papers  of  which  they  are  a  part. 

When  papers  are  temporarily  withdrawn  from  file  jackets  or  en- 
velopes, a  memorandum  of  such  action,  and  date  thereof,  will  be 
made  on  the  jackets  or  envelopes,  and  they  will  be  kept  on  the  files 
until  return  of  original  papers  as  a  receipt  of  the  person  to  whom 
such  papers  are  delivered. 
By  order  of  the  Secretary: 

Geo.  M.  Lockwood, 

Chief  Clerk. 
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penalty  enTelopes,"  to  be  used  in  lieu  of  stamps,  which  may  be  re- 
quired for  their  use  during  the  ensuing  six  months.  Further  supplies 
will  be  furnished  upon  suDsequ^it  requi^tions. 

Ree^stration  will  hereafter  oe  free;  but,  in  order  that  the  registra- 
tion Branch  of  the  postal  service  may  not  be  unnecessarily  taxed,  it 
is  desirable  that  letters  and  packages  should  be  registered  only  when 
such  precaution  is  deemed  requisite. 

Officers  of  this  Department  entitled  to  use  penalty  envelopes  are  not 
authorized  to  have  such  penalty  or  return  penalty  envelopee  printed, 
but  will  use  only  those  supplied  by  the  Department  upon  requisition. 

A  return  penalty  envelope  must  be  addressed  to  the  officer  or  agent 
requesting  official  information  prior  to  inclosing  it  to  any  person  or 
persons  from  or  through  whom  such  information  is  desired,  the  same 
to  be  used  in  reply  only  to  cover  such  information  and  indorsements 
relating  thereto. 

Pension  agents  or  other  officers  who  receive  a  fixed  allowance  aa 
compensation  for  their  services,  including  expenses  of  postages,  are 
not  entitled  to  the  use  of  penalty  or  return  penalty  envelopes.  Spe- 
cial agents,  and  officers  or  employees  detailed  as  such,  are  entitled  to 
nse  the  penalty  and  return  penalty  envelopes  subject  to  the  foregoing 
provisions  and  limitations, 

H.  M.  Tblleb,  Secretary. 


nrBSISTEKCE  PEK  DCEX  OT  SPECIAL  AQEHT8  OV  OEITEBAL  LAHS  OPnOE. 

Order.]  July  24,  1884. 

To  Special  Agents,  General  Land  Office: 

You  are  informed  that  on  and  after  the  7th  of  July,  1884,  special 
agents  of  this  Office  will  be  allowed  actual  necessary  expenses  for 
transportation  and  the  fixed  sum  of  $3  per  day  in  lieu  of  subsistence 
while  traveling  on  duty. 

L.  Harbison, 
Acting  CoTnmiasioner. 
Approved : 

M,  L.  JosLTN,  Acting  Secretary. 


BEOIiTKATIOH  VZEB  OH  KAIL  lUTTEK  EL8EWHEKX  THAK  WASHTHQTOM. 

Circular.]  Department  or  the  Interior, 

WoJikington,  D.  C,  September  S,  188^. 
The  Post  master- General  having  decided  that,  under  the  terms  of 
the  act  of  July  5,  1884,  "  The  fees  on  official  mail  matt«r  registered 
(Jsewhere  than  at  the  Washington  post-office  must  be  paid, '  para- 
graph 3  of  Department  circular  of  July  9,  1884,  is  hereby  so  far 
modified  as  to  conform  to  said  decision. 

M.  L.  JosLTN,  Acting  Secretary. 


Department  of  tiii 
Wmhington^  Fi 

in  all  its  phases,  soliciting  chances,  i 
my  similar  way,  for  any  purpose  whate 
in  this  Department  and  in  all  its  bureau 

H.  M.  Tel 


8  07  TELEOKAICS  TO  BE  FUENISHED  WITH 

Febri 

Agents^  General  Land  Oifice: 

I  to  Department  circular  of  September  24 
)een  heretofore  sent  to  you,  it  is  directed  tl 
hly  accounts  a  copy  of  each  telegram  char, 
k  used,  whether  day  or  night  messages,  an* 
f  the  telegraph  company  note  the  number 
and  amount  charged. 

3  comply  with  the  above  instructions  will  ca 
tts  to  be  stricken  from  accounts. 

L.  H 

Assistant  d 
\  February  11, 1885. 

L  Teller,  Secretary. 

BOAED  OF  FENSIOK  AFFEAL8. 

Department  of  the  Ii 
Washington^  D,  C,  Fehnu 

d  of  pension  appeals  will  be  charged  with 
ippeals  from  the  flr^fi- 


\f\y^ 


^£    >'  ^ 
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RS7ERSHCE  TO  LAND  DECISIONS  BY  VOLXnCE. 

Order.]  Department  op  the  Interior, 

Washington^  D.  (7.,  February  19^  1885. 

With  a  view  to  uniformity  and  to  facilitate  research,  it  is  ordered 
that  hereafter,  in  the  written  opinions  or  decisions  of  the  Secretary  or 
Commissioner  relating  to  public  lands,  where  prior  opinions  or  de- 
cisions of  either  are  mentioned  or  cited,  the  reference  shall  be  to  the 
volumes  of  decisions  published  by  the  Department  (as  8  L.  D.,  2 
L  D.,  or  1  L.  D.),  if  said  opinions  or  decisions  are  to  be  found 
therein  in  the  text  or  footnotes. 

H.  M.  Teller,  Secretary. 


FEES  FOR  oaths  OF  OFFICE  AND  TO  ACCOXTNTS. 

Circular.]  Department  of  the  Interior, 

Washington^  D.  (7.,  June  29^  1886, 

The  following  circular  is  republished  for  the  information  and  guid- 
ance of  all  officers,  agents^  and  employees  of  this  Department. 

L.  Q.  C.  Lamar,  Secretary. 

Treasury  Department, 

First  (Comptroller's  Office, 

Washington,  D.  C,  June  20,  1885. 

Mj  attention  has  been  directed  to  the  question  whether  the  United  States  la 
liable  for  the  expense  of  administering  oaths  to  public  officers.  There  has  been 
some  diyersity  of  opinion  in  the  accounting  offices  of  this  Department  on  the  sub- 
ject, and  a  consequent  lack  of  uniformity  in  adjusting  accounts  containing 
charges  for  such  expenses. 

Upon  mature  consideration,  I  have  concluded  that  fees  for  oaths  should  be 
allowed  only  when  the  oaths  are  recjuired  to  prove  the  correctness  of  accounts 
for  expenses  of  travel  and  other  expenses,  when  authorized,  or  to  prove  the 
mileage  and  per  diem  fees  of  jurors  and  witnesses,  and  for  the  oaths  of  wit- 
nesses sworn  to  testify  in  behalf  of  the  United  States. 

The  following  rules  will  hereafter  be  applied  to  accounts  examined  in  this 
office: 

1.  If  charges  are  made  of  fees  for  oaths  of  office  administered  or  for  oaths 
to  yerlfy  accounts  for  salary,  fees,  or  other  compensation,  they  will  be  disal- 
lowed. 

2.  Fees  paid  for  oaths  administered,  when  required  by  law  or  regulation,  to 
Terify  accounts  for  authorized  expenses,  actually  and  necessarily  incurred  in 
the  performance  of  public  duty,  will  be  allowed  in  the  adjustment  of  the 
accounts,  such  fees  being  part  of  the  expense  incident  to  the  service. 

M.  J.  Durham,  Comptroller. 


bibboks  for  typewritihg. 

Department  of  the  Interior, 

September  20, 1885. 

The  following  correspondence  in  relation  to  the  permanency  of 
copies  of  papers  made  with  typewriting  machines  is  published  for 
the  information  of  the  officers  and  employees  of  this  Department. 
Red  and  purple  ribbons  will  not  be  used  m  preparing  papers  intended 
for  permanent  record. 

L.  Q.  C.  Ija:m.ail^  Secretary. 
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TBBASUBT  DEPABTMEIfT, 

August  2f ,  1885. 
The  Secbetaby  of  the  Intebiob. 

Sib:  The  use  of  the  typewriter  In  the  different  Departments  of  the  Govern- 
ment is  increasing,  and  a  question  arises  as  to  the  permanency  of  writings  thuB 
made. 

I  haye  the  honor,  therefore,  to  request  that  yon  obtain  from  the  Ck>mmis8io]ier 
of  Patents  information  on  the  following  points : 

First  Are  the  impressions  made  by  the  typewriter  permanent? 

Second.  Are  copies  made  on  the  typewriter  by  the  use  of  carbon  paper  per- 
manent in  their  nature? 

Very  respectfully,  O.  S.  Faibohild,  Acting  Secretary. 

Depabtment  of  the  Intebiob, 

August  25,  1885. 
Respectfully  referred  to  the  Commissioner  of  Patents  for  report 

G.  A.  Jenks,  Assistant  Secretary. 

United  States  Patent  Office, 

September  15, 1885. 

Respectfully  returned  to  the  Secretary  of  the  Interior,  with  a  copy  of  report 
from  the  examiner  in  charge  of  the  division  of  chemistry,  this  Office. 

M.  V.  Montgomebt,  Commissioner. 

Depabtment  of  the  Intebiob, 

United  States  Patent  Office, 
Washington,  D.  C,  September  15, 1885. 
The  OoMMisBioNEB  of  Patents. 

Sib  :  In  reply  to  the  queries  contained  in  the  letter  of  the  Acting  Secretary  of 
the  United  States  Treasury,  of  date  August  22,  1885,  which  I  return  herewith, 
and  which  reads  as  follows : 

"  First  Are  the  impressions  made  by  the  tjri^wrlter  permanent? 

"  feecond.  Are  copies  made  on  the  typewriter  by  the  use  of  carbon  paper  per- 
manent in  their  nature?  " 

I  have  the  honor  to  state,  in  reply  to  query  1,  that  I  have  personally  inter- 
viewed Mr.  John  Underwood,  at  30  Vesey  street.  New  York  City,  who  furnishes 
to  the  several  typewriter  agencies  of  this  city  the  ribbons  used  by  the  United 
States  Departments,  and  from  whom,  in  addition  to  my  own  experience  and 
experiments  made  on  the  action  of  the  various  copying  inks  and  ribbons,  I  have 
obtained  the  following  information: 

There  are  ten  different  ribbons  used,  five  being  copying  ribbons  and  five 
record  ribbons. 

The  word  "permanent,"  which  appears  in  the  inquiries  presented,  should  be 
understood  as  referring  to  the  power  of  resisting  obliteration  by  the  action  of 
light,  of  washing,  of  treatment  with  acids  and  alkalies,  as  ordinarily  practiced 
by  those  operating  to*  remove  the  ink.  The  color  of  the  ink  may  be  changed  by 
such  treatment  (as  from  blue  to  black,  black  to  green,  and  other  similar  changes 
of  shade),  but  whether  change  of  color  be  produced  or  not  the  ink  is  not 
effaced ;  it  is  legible,  the  letters  not  obliterated,  and  therefore  such  ink  may  be 
said  to  be  permanent. 

This  is  eminently  true  of  the  black  record  ribl)ons. 

Another  ink  is  furnished  called  "  the  black  indelible  copying  ink,"  which  has 
also  the  above-mentioned  properties  of  permanence. 

The  ribbons  of  other  colors  than  the  foregoing  are  admitted  by  Mr.  Under- 
wood and  found  to  be  fugitive,  red  and  purple  particularly  so.  They,  for  thlB 
reason,  should  not  be  used  for  recording  permanent  records.  These  inks  can 
not  be  styled  permanent 

It  may  be  stated  here  that  the  same  ink  has  different  results  as  It  is  applied 
on  paper  by  the  ordinary  writing  pen  and  as  applied  to  similar  paper  by  the  type- 
writer— in  the  latter  instance,  from  its  soaking  more  deeply  by  the  impact  of 
the  machine  and  being  forced  below  the  surface  of  the  paper,  is  more  difficult 
to  be  removed  or  reached  by  chemical  agents  applied;  therefore,  an  advantage 
accrues  in  the  use  of  the  typewriter  over  the  pen. 

The  second  query,  videlicet:  "Are  copies  made  on  the  typewriter  by  the  use 
of  carbon  paper  permanent  in  their  nature,"  may  be  answered  as  follows : 
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If  these  carbon-paper  copies  do  not  require  to  be  frequently  referred  to  they 

be  said  to  be  permanent  in  their  nature. 
Owing  to  the  light  pressure  upon  the  paper,  the  ink  is  not  deeply  imbedded, 
a  z^d  may  be  removed  easily  by  friction ;  this  appears  to  be  an  objection  to  the 
of  carbon  paper. 
In  all  cases  where  permanence  is  desired  the  paper  should  be  as  thin  as  may 
consistent  with  its  cohesive  strength  and  bearing  as  little  thiclsening  material 
ozr  size  as  possible. 

I  am,  sir,  very  respectfully, 

Thohas  Antisell, 
Ewaminer  of  the  Chemical  DMsUm, 


BEFTT8E  XATTEB  inTST  NOT  BE  THBOWN  INTO  WA8TE-PAPEB  VAULT. 

Circular.]  Department  op  the  Interior, 

Washington^  D.  G.^  October  H^  1885. 

Some  of  the  messengers  and  laborers  of  the  Department  are  in  the 
habit  of  throwing  into  the  waste-paper  vault  ink  bottles,  pieces  of 
Wood,  refuse  lunches,  banana  peels,  sawdust,  broken  glass,  and  other 
refuse  matter,  creating  noisome  oaors  and  making  it  dangerous  to 
handle  the  waste  paper  in  its  removal  from  the  building.  Such 
refuse  matter  will  be  deposited  elsewhere  than  in  the  waste-paper 
vault,  and  chief  clerks  are  reauested  to  give  the  necessary  instruction 
to  prevent  the  practice  alludea  to. 

Geo.  M.  Lockwood, 
Chief  Clerk  and  Superintendent. 


inspectob  07  carpentebs  and  cabinet  wobk. 

Order.]  Department  of  the  Interior, 

Washington^  />.-  C.^  October  H^  1885. 

A  board,  to  consist  of  T.  M.  Baldwin,  clerk  class  4,  General  Land 
Office;  S.  J.  Mills,  assistant  superintendent  and  clerk  class  2,  Secre- 
tary's office,  and  J.  B.  Lindsey,  acting  messenger  and  property  clerk. 
Patent  Office,  is  hereby  constituted  to  examine  and  report  upon  such 
cabinet  and  carpenter  work  as  may  from  time  to  time  be  required  and 
ordered  for  the  offices  located  in  tne  Interior  Department  building. 

The  superintendent  of  buildings.  Pension  Office,  and  the  chief  clerk 
of  the  Bureau  of  Education  will  be  members  of  the  board  to  examine 
work  and  report  upon  the  same  for  those  offices,  respectively. 

The  board  will  convene  at  once  upon  the  call  of  tlie  chief  clerk  or 
custodian,  and  will  make  thorough  examination  as  to  the  quality  of 
material  used,  workmanship,  and  the  reasonableness  of  the  charges 
for  the  same  prior  to  the  payment  therefor.  If  the  material,  work- 
manship, and  prices  are  satisfactory  to  the  board,  their  initials  to  the 
vouchers  will  be  sufficient  approval ;  if  not,  they  will  give  their  rea- 
sons in  a  written  report  for  information  of  higher  authority. 

Any  work  of  the  character  above  indicated  involving  any  consider- 
able expenditure,  and  other  than  ordinary  repairs,  will,  when  re- 
quisitioned for,  be  accompanied  by  drawings  sumcient  in  detail  to  en- 
able competitive  offers  for  doing  the  same  to  be  made,  and  the  custo- 
dian will  invite  such  offers  from  recognized  manufacturers,  dealers, 
or  workmen  in  each  instance,  the  lowest  offer  to  be  accepted  if  made 
by  a  responsible  party. 
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liULATIONS,  UEI'AKTMENT   OF    IKTEHIOR. 


InstiiiKVs  of  p^idlilj-lii'd  exorbitant  rhiirycc  will  be  considered  miffi- 
lieiit  reiiMiii  to  pn'Mtit  iho  person  mHkinjr  Ihem  from  receiving" fur- 
ihuT  ivi|iif^th  for  utri'r>  to  do  work  for  this  Deimrtnient. 

L.  Q.  C  Lamak,  Secretary. 


EX-EMPLOYEES  AS  ATTORSETS. 

Orrl<_r.]  Department  of  the  iNTKiiloit, 

Washington,  t>.  C,  Octohcr  St,  1885. 
llv  virtue  of  tlm  :iiithority  conferred  upon  the  Secretary  of  the 
fill      I  :  I  V  il  ■    '■{■■(  iliii  4lh  of  July,  1884,  it  is  hereby  pnwwibed : 

i      I  ■  liM  lius  been  an  oflicer.  clerk,  or  employee  of  this 

i*  i  I  1  I  ■  11  i«'i  years  prior  to  his  application  to  appear  in 
-m;\  ■  :■  '■  ii'-riiini,' ilii'i'iiri  shall  Ix- recognized  or  permitted  to  appear 
iir.  ;ii:  jiiiinifv  <iv  UL'i'iil  in  any  such  case  as  shall  have  been  pending 
ill  Ihi.'  I)i']);iritni>iii  !i(  or  before  the  datfi  he  left  the  service. 

'■/■//.(/.  1 1)1-.  rule  4!nil  not  apply  to  officers,  clerks,  or  employees 
:  I'uLunL  OHiui:,  iior  to  cases  therein. 

L.  Q.  C.  Lamak,  Secretary, 


of  |!l 


WEEKLY  OASH  EEP0KT8  EEQUIBED. 
OnliT.]  Depahtment  of  the  Lvtebiob,  \ 

E-MivinI   .-itlotillnn   r>f  ch\vU  of  Iniroiius  ,,tu1  ofliro^  i^  called  to  (he 


GENERAL  REGULATIONS   OF   THE   DEPARTMENT.  31 

WOES  REPORTS  REQITIRED  WEEKLY. 

Order.]  Department  of  the  Interior, 

Washington^  D.  C,  February  18^  1887. 

Chiefs  of  bureaus  and  offices  of  this  Department  will  forward  to 
the  Secretary,  on  the  first  of  each  week,  summary  reports  of  the  differ- 
ent classes  of  work  pending  and  dispatched  in  the  several  branches 
of  their  respective  omces  during  the  previous  week.  A  brief  review 
of  the  cases  or  subjects  of  special  importance  will  be  given,  and  the 
progress  or  final  action  thereon  will  be  indicated. 

These  reports  will  also  be  accompanied  with  statements  (in  dupli- 
cate) showmff  the  condition,  as  far  as  practicable,  of  the  appropria- 
tions which  nave  been  provided  for  the  service  under  the  different 
offices. 

The  blank  forms  for  the  statements  of  appropriations  will  be  fur- 
nished by  the  Department. 

L.  Q.  C.  Lamar,  Secretary. 

SPECIAL  AGENTS  07  GENERAL  LAND  OFFICE. 

Order.]  June  24,  1887. 

I'o  Special  Agents : 

Whilst  your  attention  is  called  to  the  cases  sent  you  bv  special  lists 
from  this  Office,  you  will  not  fail  to  take  notice  of  fraud  in  any  cases 
that  come  to  your  knowledge.  It  is  an  important  part  of  your  busi- 
ness to  vigilantly  inquire  into  and  learn  of  frauds,  whenever  and 
wherever  they  exist,  and  when  you  thus  receive  information  of  fraud 
in  any  case  or  cases  not  included  in  the  special  lists  sent  you,  you  will 
promptly  report  the  same  to  this  Office,  by  telegram  or  otherwise,  in 
order  that  the  same  may  be  suspended  and  not  acted  upon  pending 
your  investigation ;  otherwise,  entries  apparently  valid  upon  the  face 
of  the  papers,  but  really  fraudulent,  might  be  passed  to  patent  after 
you  had  received  information  of  their  fraudulent  character. 

Wm.  a.  J.  Sparks,  Commissioner. 
Approved : 

L.  Q.  C.  Lamar, 

Secretary  of  the  Interior. 


TRANSPORTATION  OVER  PACIFIC  RAILROADS. 

Circular.]  Department  of  the  Interior, 

Office  of  the  Secretary, 
Washington^  Jxme  29^  1887. 

The  following  communication  from  the  Treasury  Department  in 
regard  to  the  settlement  of  Pacific  Railroad  accounts  is  published  for 
the  information  of  the  officers  of  this  Department. 

L.  Q.  C.  Lamar, 

Secretary  of  the  Interior. 

memobanda  in  begabd  to  bettijiment  of  pacific  railroad  accounts. 

Treasury  Department, 

Office  of  the  Secretary, 
Washington,  D.  C,  June  2S,  1887. 

•  Union  Pacific. — Separate  Rettlementa  wiU  be  made  for  transportation  service 
over  the  aided  and  nonaided  lines,  one  half  of  the  aided  service  to  be  applied 


..~^«.  MMM.H.  vu  loe  sinKing- 

med  in  settlements  for  nonaided  service  will  b 
office  until  otherwise  ordered, 
ctfully  referred  to  the  honorable  Secretary  of 

C.  S. 


^nrO  07  XOKEY  BY   STTPEEIOE  OFFICEES  ] 

No.  425.]  Department  of  the 

Unitjed  States  Pa 
Washington,  Z>. 

ral  instances  of  borrowing  money  by  supn 
[  from  inferiors  and  subordinates  having  b 
nmissioner,  it  is  ordered  that  the  borrowinj 
rectJy,  by  superiors  from  subordinates  in  t 
le  is  hereby,  strictly  forbidden. 

Benton  J.  Hai 
roved : 
L  Q.  C.  Lamar, 

Secretary  of  the  Interior. 


DECISION  07  DEPARTMENT  NOT  TO  BE  AN: 


after  whenever  a  decision  has  been  rendered 
ipon  a  report  from  the  law  division  the  clei 
ill  not,  except  by  special  permission  of  th 
r,  the  First  Assistant  Secretary,  or  the  A 
1,  furnish  any  information  in  regard  to  tl 
1  has  been  officially  promulgated  or  apt 
or  has  been  communicated  to  the  Associated 

\j»  Q.  C  L 
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upon  the  Ist  of  each  month  notify  this  office  of  any  dianges  in  the 
location  of  these  machines. 

All  typewriting  machines  not  in  use,  on  account  of  their  damped 
condition  or  other  cause,  wiU  be  delivered  to  ihe  cufrtodian  for  repair 
and  reissue  or  such  other  disposition  as  may  be  appropriate. 

L.  Q.  G  Lamab,  Seoretcay. 


Circular.]  Depabtuznt  or  thb  Interiob, 

Wathington,  Jamtary  SS,  1888. 
To  Heads  of  Bureaus: 

Heads  of  bureaus  in  this  Department  will  hereafter,  in  recnn- 
mending  appointments,  promotions^  reductions,  dismissals,  or  oUter 
official  changes,  tranamit  with  their  recommendations  such  papers 
rel  iting  in  any  way  to  the  proposed  action  or  the  persons  named  as 
may  have  been  filed  with  them,  and  give  their  reasons  for  the  action 

S reposed,  and  any  information  on  the  subject  which  may  assist  to  a 
etermination. 

Wm.  F.  Vilas,  Secretary. 


IHFLAIIIUBLE  OILS  IB  THE  BQIlSIVa. 

Order.]  Depaktment  of  the  Interiob, 

Washington,  May  17,  1888. 
It  having  been  brought  to  my  attention  that  large  quantities  of 
inflammable  oils  are  stored  in  various  rooms  in  this  building,  heads 
of  bureaus  and  offices  are  hereby  directed  to  deliver  all  such  supplies 
to  the  superintendent  of  the  building,  who  will  issue  the  same  to  the 
different  offices  in  quantities  sufficient  for  current  use. 

Wm.  F.  VojAB,  Secretary. 


WXIOEIira,  8AXB,  SIC,  OT  WASTE  SAPBE. 

Department  of  the  Interiob, 

Washington,  May  £S,  1888, 

The  weighing,  sale,  and  collection  of  proceeds  of  waste  paper  shall 
be  directly  under  the  control  of  the  custodian  of  the  Department 
Until  further  orders,  he  will,  as  often  as  need  be,  at  stated  intervals, 
collect  the  waste  paper  which  has  accumulated  at  the  Bureau  of  Edu- 
cation, Civil  Service  Commission,  Bureau  of  Indian  Affairs,  office 
of  the  Commissioner  of  Railroads,  Bureau  of  Labor  and  Geological 
Survey  and  place  it  in  the  waste-paper  room  of  this  building.  He 
will  also  superintend  in  person  the  weighing  or  send  a  careful  person 
to  weigh,  the  waste  paper  at  the  Pension  Office  building,  and  see  that 
the  paper  is  properly  removed  by  tlie  contractor  from  that  building. 

He  will  also  carefully  and  accurately  weigh  the  accumulated  waste 
paper  in  the  building,  prior  to  its  shipment, 
a  Doc  896,  69-2,  pt  1 8 


.  ^  «    AxarU Wl.    \AJ     TV  JUJ 


„  .^AiV^tiUltJ. 


ler  of  the  Secretary. 

Geo.  a.  Howi 


SALS  PBOM  COHMISSIOKER  OP  THE  OEKERAI 

Department  of  th: 
Washingto? 

ed,  1.  That  for  the  facilitation  of  the  bi 
Secretary  it  is  assigned  to  the  First  Assisi 
and  determine  ap^)eals  from  the  Commissi 
d  Office,  and  that  his  signature  to  the  decisioi 
ions  written  to  the  Commissioner  in  the  c 
peals  shall  stand  as  the  determination  of 
same  effect  as  if  signed  by  the  Secretary, 
it  the  Assistant  Attorney-General  shall,  h* 
until  further  direction,  prepare  for  sigilat. 
t  Secretary  the   opinions   in  contests   oetw* 
id  and  timber-culture  claimants,  between  pn 
d  timber-culture  claimants  and  contestante  < 
others  for  the  Secretary,  but  submit  thei 
t  Secretary,  as  heretofore,  lor  his  examinatioi 

Wm.  F.  Vm 


ABSENT  CLERK'S  WORK. 

Department  of  the  ' 
Washinfftoiij  Oct 

Referring  to  your  communication  of  the  22 
that  clerks  who  have  not  yet  used  all  their  lea 
to  voluntarily  do  the  work  of  a  certain  cler 
exhausted  his  allowance  of  leave  anH  ^ 
)  to  return  to  Hn^^   ^-^  • 


i-i-" 


qeneraij  bboitlatioits  of  thb  depabtment. 


Department  of  the  Intehioh, 
Order.]  Washington,  March  SO,  1889. 

Heads  of  bureaus,  and  other  officers  of  this  Department,  will  not 
call  for  resignations  except  by  direction  of  the  Secretary,  and  in 
making  recommendations  tor  the  dismissal  of  employees  will  please 
state  specifically  the  reasons  therefor,  and  must  state  whether  there 
has  been  due  examination  of  all  papers  on  file  in  the  appointment 
division,  and  there  must  be  transmitted  to  the  Secretary  all  papers 
bearing  on  the  subject,  and  the  recommendations, 

John  W.  Noble,  Secretary. 

pevsioh  oases  taxev  ttp  out  ov  beculab  obdes. 

Defartmsnt  of  the  Interior, 
Hon.  James  Tanner,  Washington,  July  1,  1889. 

Commisaioner  of  Pensions. 
Sib:  Attention  is  required  to  the  following  regulation  applicable 
to  the  Bureau  of  Pensions: 
Order  No.  108.]  Jahhabt  23,  1886. 

Owing  to  tbe  pressure  brongbt  to  bear  from  all  quarters  to  take  cases  out  at 
tbeir  regular  order,  and  as  at  tbia  late  date  poverty  and  bardahlp  from  furtber 
delay  can  be  alleged  of  almost  every  applicant  alike ;  therefore  cases  will  be 
taken  out  of  tbeir  order  only  when  such  cause  therefor  Is  shown  to  the  Com- 
missioner Id  writing  as  would  satisfy  the  other  worthy  claimants  wboHe  ctnlms 
precede  It,  should  they  know  the  facts,  that  such  action  Is  proper.  Hereafter 
DO  case  will  be  advanced  that  Is  not  clearly  within  this  rule. 

It  is  hereby  further  ordered  that  this  rule  be  extended  so  as  to 
embrace  cases  only  where  the  applicant  is  in  very  great  destitution 
or  at  the  point  of  death. 

This  regulation  will  not  only  be  strictly  enforced,  but  attorneys, 
agents,  or  others  persisting  in  applications  contrary  to  its  language 
and  spirit  will  be  disbarred  from  practice  before  the  Department, 
You  will  have  this  made  public 

Very  respectfully,  John  W.  Noble,  Secretary. 

leaves  of  absence. 

Department  of  the  Interior, 
Washington,  D.  G.,  November  IS,  1889. 
The  following  digest  and  revision  of  the  law  and  regulations  of  the 
Department  relating  to  leaves  of  absence  are  published  for  the  infor- 
mation and  guidance  of  officers  and  employees : 

II.  Application  should  be  made  for  only  the  number  of  consecutive 
days  the  applicant  desires  to  be  absent  at  any  one  time,  and  a  separate 
application  must  be  made  in  like  manner  for  each  subsequent  leave. 
(Order  of  October  6,  1884.) 

*  •  •  •  «  •  • 

IV.  Applications  for  leave  of  absence  exceeding  one  day,  from  per- 
son.s  employed  in  the  office  of  the  Secretary,  and  from  watchmen,  will 
be  addressed  to  the  Secretary  for  approval.     (Order  of  August  9, 


^ ^x^t^xxai  year,  tne  exc 

1  leave,  if  the  allowance  of  thirty  days 
All  absence  in  excess  of  thirty  days'  annu 
iccoiint  of  sickness  during  the  year  must  1> 

I  the  various  bureaus  will  take  such  steps 
Drevent  salary  payments  in  excess  of  the 

II  applications  for  leave  of  absence  on  at 
B  accompanied  by  a  physician's  certificate  s 
disability  was  such  as  to  prevent  the  emploj 
ial  duties,  or  necessitating  his  absence  on 
iisease  in  his  immediate  family,  and  naminj 
Sick  leave  will  not  be  granted  in  advance. 

is  not  the  intention  of  the  law,  or  the  regul 

t,  that  leave  of  absence  on  account  oi  s 

excepting  in  cases  of  absolute  inability  to  pc 

3S  found  attempting  to  evade  or  take  undi 

or  regulations  wifl  be  summarily  dealt  w 

,  1884.) 

«  «  «  « 

Leave  of  absence  will  be  panted  for  consec 
Sundays  included  therein  will  be  counted  and 
me  granted.  (Circular  of  May  17, 1884.) 
Employees  who  have  been  in  the  service  of 
L  one  year  may  be  granted  leave  at  the  rate  < 
s  for  each  month  of  service  (i.  e.,  from  entr 
jement  of  desired  leave),  and  no  more.     (Oi 

jesLYe  of  absence  on  resignation  or  dismissal 
he  rate  of  two  and  one-half  days  for  each  mo) 
idar  year.  (Order  of  April  11,  1883.) 
If  at  any  time  an  employee  is  absent  without 
iiore  than  three  days  m  succession,  unless  can 
will  be  immediatelv  roT%^-^--^  ' 
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LEAVE  OF  ABSENCE  OF  BEGISTEES,  BECEIVERS,  AND  STrBYEYOBS- 

GENEBAL. 

Department  of  the  Interior, 

General  Land  Office, 
Washington^  D.  C,  March  27, 1890. 

To  Registers  and  Receivers  and  Surveyors-General. 

Gentlemen  :  In  future,  when  leave  of  absence  is  desired  for  any 
purpose,  timely  application  therefor,  stating  specifically  the  reasons 
and  circumstances  rendering  such  absence  necessary,  snould  be  ad- 
dressed and  forwarded  directly  to  this  Office.  All  applications  will 
be  laid  before  the  head  of  the  Department,  with  such  recommendation 
as  the  circumstances  of  the  case  may  warrant,  and  the  leave  will  be 
nted  or  withheld,  as  may  seem  just  and  proper  to  the  honorable 
retary  of  the  Interior.  But  in  the  meantime  and  until  ttie  deci- 
sion of  the  Department  is  received  the  officer  will  remain  in  the 
proper  discharge  of  his  official  duties. 

In  view  of  the  unusual  number  of  applications  for  leave  which  have 
lately  been  made  it  becomes  necessary  for  me  to  announce  that  you  are 
expected  to  remain  at  your  post  and  give  strict  personal  attention  to 
the  duties  devolving  upon  you,  and  that  hereafter  leaves  of  absence 
will  be  granted  onlv  for  reasons  of  the  most  urgent  character  and  for 
the  shortest  possible  time,  and  then  only  upon  the  following  condi- 
tions, viz : 

First.  That  in  case  of  a  surveyor-general  he  shall  place  his  office  in 
charge  of  his  chief  clerk,  for  whose  official  acts  he  will  be  held  respon- 
sible under  his  official  bond,  and  such  clerk,  before  entering  upon 
duty,  must  take  and  subscribe  the  oath  or  affirmation  prescribed  by  the 
act  of  Congress  July  2, 1862.     ( 12  Stat.  L.,  502.) 

And  in  case  of  register  or  receiver,  such  officer  shall  place  his  office 
in  charge  of  a  competent  and  reliable  clerk,  for  whose  acts  he  will  be 
held  responsible  under  his  official  bond ;  and  such  clerk,  before  enter- 
ing on  duty,  shall  take  and  subscribe  the  following  oath  or  affirmation, 
which  must  be  transmitted  to  this  Office : 

I,  A.  B.,  having  been  employed  by  C.  D.  (register  or  receiver,  as  the  case  may 

be)  of  the  land  oflice  at ,  as  clerk  in  his  office,  do  solemnly  swear 

(or  affirm)  that  I  will  truly  and  faithfully  execute  the  trust  committed  to  me 
according  to  law  and  regulations  and  instructions  made  in  conformity  thereto. 
So  help  me  God. 

Second.  That  as  the  clerk  left  in  charge  of  the  office  of  survejror- 
general,  register,  or  receiver  can  not  be  authorized  to  sign  any  omciaj 
paper  or  document  such  officer  shall  make  arrangements  to  affix  his 
signature  to  all  official  papers  and  documents  required  to  be  issued  * 
from  his  office  during  his  absence,  and  in  no  instance  can  a  register  be 
authorized  to  leave  his  office  in  charge  of  the  receiver,  or  vice  versa. 

Third.  That  if  an  officer  shall  be  and  remain  absent  from  duty  for 
more  tiian  thirty  days  within  a  year  he  shall  not  receive  pay  or  emolu- 
ment, either  in  salary  or  otherwise,  during  the  period  of  his  absence 
from  official  duty,  unless  in  special  cases,  in  which  good  and  satisfac- 
tory cause  shall  be  shown  therefor  to  this  Office. 

Fourth.  That  upon  return  to  duty  the  officer  shall  report  by  letter 
to  this  Office  the  exact  period  of  his  absence. 

As  applications  for  leave  are  frequently  made  by  officers  on  the 
ground  tnat  the  public  interests  committed  to  them  require  their  p^res- 
ence  at  the  seat  of  government,  I  take  this  occasion  to  say  that  it  is 
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the  duty  of  this  Office  to  look  after  the  public  interest  coming  under 
its  supervision  and  that  in  the  discharge  of  this  duty  the  personal 
presence  and  assistance  of  district  officers  is  rarely,  if  ever,  required. 
Should  the  presence  of  such  officers  be  desired  at  any  time,  for  this  or 
other  reasons,  timely  notice  to  that  effect  will  be  given. 

In  making  application  for  leave  of  absence,  if  it  is  desired  to  visit 
Washington  the  fact  must  be  stated  in  the  application  and  special 
permission  obtained  for  that  purpose. 

In  this  connection  I  deem  it  proper  to  refer  to  the  fact  that  some 
officers  have  been  in  the  habit  of  absenting  themselves  from  official 
duty  for  short  periods  without  proper  authority,  and  to  state  that  its 
impropriety  and  incompatibilitv  with  the  proper  and  faithful  dis- 
charge of  official  duty  is  manifest  and  that  in  future  unauthorized 
absence,  for  however  short  a  period,  will  not  be  tolerated. 

You  are  requested  to  acknowledge  the  receipt  hereof  at  your  earliest 
convenience. 

Very  respectfully, 

Lewis  A.  Groff,  Commissioner. 

Approved : 

John  W.  Noble, 

Secretary  of  the  Interior. 


CHIEF  CLEEK  CAN  NOT  ACT  AS  COXMISSIONEE  07  BUBEAV. 

June  6,  1890. 
The  Commissioner  of  the  General  T/and  Office  : 

On  the  receipt  of  your  communication  of  April  24,  propounding 
the  question  whether  the  chief  clerk  of  your  Office  could  act  as  Com- 
missioner under  any  circumstances,  I  submitted  the  question  to  the 
Assistant  Attorney-General  assigned  to  this  Department,  who  has 
rendered  me  a  decision,  a  copy  of  which  I  inclose,  and  the  conclu- 
sions whereof  I  approve. 

The  chief  clerk  has  no  authority  to  act  as  Commissioner. 

When  there  is  a  vacancy  in  the  office  of  the  Commissioner  and 
Assistant  Commissioner  of  the  General  Land  Office,  or  when  both 
of  these  officers  are  absent  at  the  same  time,  the  President  may  desig- 
nate some  officer  whose  appointment  is  vested  in  him,  by  and  w^ith 
the  advice  and  consent  oi  the  Senate,  to  perform  the  duties  of  the 
vacant  office. 

Yours,  truly,  John  W.  Noble,  Secretary. 


acting  chief  clebks  not  attthobized  to  abministeb  oaths  07 

office. 

Department  of  the  Interior, 
Washington^  November  7^  1890. 
Mr.  James  H.  Wardle, 

Acting  Chief  Clerk ^  Census  Office. 

Sir  :  There  have  been  numerous  oaths  of  office  recently  received  at 
this  office,  taken  by  employees  of  the  Census  Office,  and  sworn  to 
before  you  as  "  acting  chief  clerk."  The  act  of  August  29  last  au- 
thorized and  directed  chief  clerks  of  the  Departments  and  bureaus 
to  administer  such  oaths,  but  the  First  Comptroller  has  decided — so 
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this  Department  has  been  informed  unofficially — ^that  acting  chief 
clerks  are  not  authorized  by  said  law  to  administer  such  oaths. 

Very  respectfully,  Geo.  Chandler, 

First  Assistant  Secretary. 

OHABGES  AGAINST  OFFICIAL  CONDUCT. 

Order.]  Department  of  the  Interior, 

Washington^  January  S^  1891. 

Chiefs  of  bureaus  in  this  Department  receiving  charges  against 
the  official  conduct  of  employees  or  officials  under  their  supervision 
will  promptly  investigate  the  same  and  then  forward  to  the  Secre- 
tary all  the  papers  in  the  case  with  report  and  appropriate  recom- 
mendation. 

It  is  not  sufficient  for  bureau  officers  to  simply  investigate  charges 
and  file  them  with  their  own  conclusions  in  their  own  bureaus.  AH 
such  papers  should  be  forwarded  to  be  filed  permanently  in  the 
appointment  division  of  the  office  of  the  Secretary. 

John  W.  Noble,  Secretary. 


CHIEFS  OF  BITBEATTS  EEaTTIBED  TO  APPLY  FOB  LEAVE  OF  ABSENCE. 

Memorandum.]  Department  of  the  Interior, 

Washington^  March  18^  1891. 

The  Secretary  feels  compelled,  in  order  to  preserve  a  reasonably 
accurate  knowledge  of  the  whereabouts  of  the  heads  of  the  bureaus 
of  this  Department,  to  require  that  the  rule  now  demanding  appli- 
cation for  leaves  of  absence  by  the  several  heads  of  bureaus,  as  well 
as  others,  shall  be  strictly  observed. 

John  W.  Noble,  Secretary. 


OVEBPATIIBNTS  OF  8ALART  TO  ABSENT  EMPLOYEES. 

CJircular.]  Department  of  the  Interior, 

Washington^  December  16, 1891. 

The  special  attention  of  heads  of  bureaus  is  invited  to  the  following 
portion  of  Paragraph  VIII  of  the  Digest  of  Orders  and  Circulars 
Kelating  to  Leaves  of  Absence : 

All  absence  in  excess  of  thirty  days'  annual  leave  and  thirty  days  on  account 
of  sickness  during  the  year  must  be  without  pay,  and  officers  in  the  various 
bureaus  will  take  such  steps  as  may  be  necessary  to  prevent  salary  payments  in 
excess  of  the  limit  herein  mentioned. 

Cases  are  very  frequently  occurring  in  which  employees  have  been 
allowed  to  draw  salary  for  periods  when  they  were  absent  in  excess 
of  the  limit  for  absence  with  pay.  Such  cases  are  brought  to  light 
when  such  employees  apply  for  leave  to  cover  their  past  absence, 
which  is  usually  due  to  illness.  Consequently  when  the  disbursing 
cleork  is  notified  to  '^  stop  pay  "  for  a  part  of  the  previous  month,  for 


jjepabtment  of  1 
Washington^  Dt 

Che  chief  of  the  appointment  division  exp 
ly  reports  to  you,  in  your  capacity  as  d 
ay  "  of  employees  for  periods  of  time  prio 
nd  for  which  they  have  already  been  pai 
J  justifiably  object  to  such  reports,  inasmv 
o  something  you  are  unable  to  do. 
Lsual  cause  of  this  complication  is  that  tl 
comply  with  the  instructions  contained  in 
Bst  of  Orders  and  Circulars  Relating  to  L 
"equire  officers  in  the  various  bureaus  to  t 
necessary  to  prevent  salary  payments  to  em 
sent  during  the  tear  in  excess  of  the  limi 
ind  thirty  lays'  sick  leave.   .  .  , 
^ief  of  the  appointment  division  reports 
oon  as  possible  and  does  not  seem  at  fault  in 
iie  circumstances,  you  are  hereby  authorizec 
lary  otherwise  payable  at  a  future  time  uni 
d  equivalent  to  that  for  the  period  named  ii 
eriod  has  been  previously  paid  for  in  whole  o; 
b  Having  been  given  timely  notice.    In  such  c 
recover  the  proper  amount  at  the  earliest  opp 
''ery  respectfully, 

John  W.  Noi 
Jhibp  of  the  Finance  Division, 

Oifice  of  the  Secretary. 


FICIAL  PAPS&8  ISSUED  FECK  OFFICE  OF  THS  f 

Depabtmsnt  nv 
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EXPLOYXEHT  07  A88I8TAHT8  BY  SPECIAL  AGENTS  OF  GENERAL  LAND 

OFFICE. 

Department  op  the  Interior, 

Washington^  October  SO^  189S. 

Sir:  In  compliance  with  your  recommendation  of  the  17th  instant 
in  the  matter  of  requests  from  special  agents  of  your  Office  for  au- 
thority  to  employ  assistants  in  the  performance  of  their  duties  in  the 
field,  you  are  nereby  informed  that  cases  need  only  be  referred  to  the 
Secretary  for  consideration  when  an  expenditure  in  excess  of  $100  is 
involved. 

Respectfully,  Hoke  Smith,  Secretary. 

The  Commissioner  op  the  General  Land  Office. 


laborers  enjoined  to  diugenoe. 

Order.]  Department  of  the  Interior, 

Washington,^  October  21^  189S. 

Laborers  are  urged  to  be  diligent  in  cleaning  the  building  and  in 
the  performance  of  their  other  duties.  The  names  of  those  found 
loitering  or  congregating  in  idle  groups  must  be  promptly  reported 
for  dismissal. 

The  assistant  superintendent  of  the  building  will  see  that  this 
notice  is  observed. 

JosEPHus  Daniels, 
Chief  Clerk  and  Superintendent. 


GRAND  ABMT  POST  OOIDIANDERS  EMPLOYED  IN  THE  DEPARTMENT. 

Department  op  the  Interior, 

Washington^  October  28^  189S. 

Snti  I  am  directed  bv  the  Secretary  to  acknowledge  receipt  of 
your  inquiry  of  the  27th  instant,  whether  commanders  of  posts  of 
the  Grand  Army  of  the  Republic  who  are  also  employees  of  the 
Department  would  be  debarred  from  making,  in  their  former 
capacity,  recommendations  for  appointment  therein  under  Depart- 
ment order  of  October  20,  1875,  and,  in  reply,  to  say  that  recom- 
mendations so  made  as  an  official  of  the  Grand  Army  of  the  Republic 
would  not  be  considered  a  violation  of  the  departmental  order  re- 
ferred to. 

Very  respectfully,  Josephus  Daniels,  Chief  Clerk. 


LEAVES  OP  ABSENCE. 


Order.]  Department  op  the  Interior, 

Washington^  December  23^  189S. 

After  the  81st  instant  the  head  of  each  bureau  or  office  of  this 
Department  is  authorized  to  grant  to  the  clerks  and  employees 
thereof  the  annual  leave  of  ab^nce  to  which  each  may  be  entitled 
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under  the  rules  of  the  Department,  heretofore  or  hereafter  publishedj 
not  exceeding  thirty  days  in  any  calendar  year;  but  for  sick  leave 
or  leave  without  pay  applications  must  be  approved  by  the  head 
of  the  bureau  or  omce  and  forwarded  to  the  Secretary,  with  accom- 
panying papers,  as  heretofore,  for  such  action  as  the  merits  of  each 
case  may  justify. 

The  head  of  the  bureau  or  office  shall  cause  careful  account  to 
be  kept  of  the  time  of  each  clerk  and  employee,  and  every  precau- 
tion to  be  taken  to  prevent  violation  of  tne  rules  resj)ecting  leaves 
of  absence;  and  shall  cause  a  report  to  be  made  to  this  office  twice 
a  year  showing  the  amount  of  leave  taken  by  each  clerk  and  employee 
during  the  six  months  ending  Jime  30  and  December  31,  respectively. 

Hoke  Smith,  Secretary. 


TELEGEAXS  OVEE  BOND-AIDED  TELEGBAPH  LINES. 

Circular.]  Department  op  the  Interior, 

Washington^  D.  (7.,  March  5,  189i. 

Attention  is  called  to  the  following  circular  of  the  Treasury  Depart- 
ment, dated  February  14, 1894,  relatmg  to  sending  and  receiving  tele- 
grams over  the  bond-aided  telegraph  Imes: 

Tbeasubt  Depabtment, 

Office  of  the  Secbetabt, 
Washington,  D.  (7.,  February  14, 1894. 

For  the  Information  and  gnidance  of  the  officers  of  the  Department  having  the 
examination  and  approval  of  accounts  for  official  telegraphing,  and  all  officers 
concerned  in  the  transmission  of  official  telegrams,  the  territories  are  given 
below  that  come  entirely  or  partly  within  touch  of  the  bonded  Pacific  railroads 
in  connection  with  which  bond-aided  or  subsidized  telegraph  lines  have  been 
constructed,  viz : 

1.  All  points  within  the  States  of  Nebraska,  Wyoming,  Colorado,  Nevada,  Cali- 
fornia, and  the  Territory  of  Utati. 

2.  The  State  of  Kansas,  excepting  Leavenworth  and  points  on  the  immediate 
line  of  the  Atchison,  Topeka  and  Santa  Fe  Railroad. 

3.  The  State  of  Idaho  on  the  south,  embracing  Boise  City,  Nampa,  Pocatello, 
etc  (The  northern  part  of  Idaho  is  covered  by  the  line  of  the  Northern  Pacific 
Railroad.) 

4.  All  points  on  the  Sioux  City  and  Pacific  Railroad  from  Sioux  City,  Iowa,  to 
California  Junction,  Iowa,  embracing  Onawa  City,  etc 

Government  messages  sent  over  lines  within  the  above-mentioned  territories 
will  not  be  included  in  general  telegraphic  accounts,  but  must  be  presented 
separately. 

W.  E.  CuBTis,  Acting  Secretary. 

In  order  that  the  provisions  of  the  foregoing  circular  may  be  com- 
plied with,  officials  and  employees  of  this  Department  will  nereafter, 
when  using  the  telegraphic  lines  within  the  States  and  Territories 
named,  direct  the  agent  or  operator  to  charge  the  cost  of  the  message 
to  the  appropriate  bureau. 

W^ien  receiving  telesframs  that  have  not  been  prepaid  the  same 
method  must  be  pursued  as  in  sending  messages. 

A  strict  adherence  to  this  circular  will  be  required  and  no  credit 
will  be  given  in  the  account  of  any  officer  or  employee  for  moneys 
paid  for  telegrams  sent  or  received  over  the  lines  mentioned. 
Very  respectfully, 

Wm.  H.  Sims,  Acting  Secretary. 
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LIBRARY  HOURS. 

Circular,]  Department  of  the  Interior, 

Washington,  D,  G.^  April  i?,  189]^,. 

The  library  will  be  open  to  emploj'^ees  of  the  Department  for  issue 
and  return  of  books  between  the  hours  of  8  a.  m.  and  9.  a.  m.,  12  m.  to 
12.30  p.  m.,  and  4  p.  m.  to  5  p.  m. 

The  librarian  is  nereby  instructed  not  to  issue  or  receive  books  from 
employees  except  within  the  hours  named  above. 

The  library  will  be  open  for  reference  from  9  a.  m.  to  4  p.  m.  as 
heretofore. 

Josephus  Daniels,  Chief  Clerk. 


PRINTING. 

Circular.]  Department  of  the  Interior, 

Washington^  Z>.  C,  July  23^  189i. 

The  following  conmiunication  from  the  Public  Printer,  together 
with  a  letter  from  the  Secretary  to  heads  of  bureaus,  is  published  for 
the  information  and  guidance  of  officers  and  employees  of  this  De- 
partment. 

Josephus  Daniels,  Chief  Clerk. 

Office  of  the  Public  Printer, 
Washington,  D.  (7.,  June  28,  1894. 

Sn:  It  Is  my  desire  to  carry  hito  effect  certain  reforms  relating  to  the  order- 
tag  of  printing  from  your  Department  and  the  furnishing  of  copy  for  the 
same,  and  I  beg  at  this  time  to  call  your  attention  to  two  matters  that  are  a 
^uent  cause  of  needless  delay  and  expense  in  the  execution  of  printing. 

1.  Famishing  imperfect  copy : 

The  practice  various  Department  and  bureau  officials  have  fallen  into  of 
fQmishing  hasty  or  imperfect  copy  to  the  Public  Printer,  with  the  evident  pur- 
pose of  revising  the  same  in  proof,  has  grown  into  a  most  serious  abuse.  What- 
ever may  have  been  the  need  for  the  beginning  and  growth  of  this  practice  there 
exists  no  excuse  for  its  continuance.  With  the  facilities  afforded  by  typewrit- 
ing machines  copy  can  be  so  readily  prepared  for  revision  and  correction  that 
tbe  •*  editing  "  of  printed  proofs  has  been  practically  abandoned  by  commercial 
printing  houses  and  is  deemed  as  needless  as  it  is  wasteful  of  time  and  money. 
During  late  years  certain  Departments  in  connection  with  their  work  in  this 
Office  have  depleted  their  allotment  of  the  appropriation  for  public  printing  tens 
of  thousands  of  dollars  merely  for  revision  of  proofs.  Frequently  the  original 
C08t  of  composition  has  been  doubled  and  quadrupled  in  this  way.  Nor  is  this 
the  only  evil.  The  t3rpe  pages  are  often  required  to  be  held  for  months  await- 
ing the  return  of  proofs,  encumbering  the  Office  and  requiring  double  the  amount 
of  type  for  the  execution  of  the  public  printing  that  would  be  necessary  under 
proper  conditions;  besides,  the  typographical  appearance  of  work  subjected  to 
free  editing  after  being  put  in  type  is  seriously  marred  by  irregular  spacing 
necessarily  made  In  correction,  and  the  work  of  final  revision  is  enormously 
increased. 

The  absence  of  any  necessity  for  such  revision  of  proofs  is  clearly  demon- 
strated by  the  practice  of  the  two  Houses  of  Congress  in  this  respect.  For  many 
years  all  copy  for  work  ordered  by  the  Clerk  of  either  House  of  Congress  has 
been  subjected  to  final  revision  before  being  sent  to  the  Public  Printer,  and,  as 
a  resnlt,  the  work  so  ordered  is  always  performed  more  expeditiously  and 
cheaply  than  work  ordered  by  the  Department. 

2.  Selection  of  costly  paper  for  unimportant  blanks : 

The  duty  of  the  Public  Printer  to  exercise  "  proper  regard  to  economy  "  in 
execating  printing  and  binding  and  determining  the  selection  of  material  for 
the  same  (R.  S.,  3790),  requires  reference  to  the  growing  practice  of  ordering  the 
printing  of  unimportant  blanks  upon  the  costliest  paper.    While,  as  a  matter  of 


..^^^cu  oy  a  more  carefal  and  exp 
sinons  especially  with  reference  to  the  matters 
Very  respectfully, 

Th.  B.  I 
i  Secbetabt  of  the  Intebiob. 

Depabtmbi 
Waahinffti 

:  I  have  to  call  your  attention  to  a  letter  addre 
er  (a  copy  of  which  is  herewith  inclosed)  reel 
s  exist  in  the  various  Departments  in  fumifdil 
to  the  Public  Printer,  necessitating  the  fumishln 
s,  which  sometimes  doubles  and  quadruples  the  ( 

that  proof  is  often  held  up  for  months,  requirin 
for  the  execution  of  public  printing,  and  that  tfa 
\g  mars  the  typographical  appearance  of  tbe  w« 
er  that  the  printing  of  unimportant  blanks  on  < 
ly  called  for. 
m  informed  these  practices  exist  in  the  various  bi 

and  wishing  to  cooperate  with  the  Public  Prin 
«  to  inaugurate,  and  in  which  I  heartily  concar» 
re  of  your  subordinates  a  careful  preparation  of  a 

in  your  Bureau,  so  that  proof  will  not  be  necessary 
^ive  such  instructions  that  will  prevent  the  use  ol 
3ortant  blanks. 

Very  respectfully,  Hoi 


DESIGNATIOH  AHD  DTTTIS8  07  7I£8T  ASSZ8TA] 

.r.] 

'he  assistant  attorney  in  the  office  of  the  I 
Tal  receiving  the  highest  salary  shall  be  des 
[\t  attorney,  and  in  addition  to  the  duties  usi 
he  be  charged  with  the  following: 
rst.  To  si^  all  letters  to  the  Commissioner  o: 
'.  and  the  heads  of  other  bureaus  returning  pa 

1  the  office  of  the  Assistant  Attomey-6enera^ 

>epartment  is  rendered  ^^rir^ 
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mOP08AL8  70B  SVPPIISS. 

Order.]  Department  op  the  Intesiob, 

Washington^  D.  C.^  March  11^  1895. 

Hereafter  when  proposals  for  supplies,  materials,  or  service,  etc, 
ht  the  Department  or  any  of  its  bureaus  are  solicited,  to  be  opened  at 
I  fixed  hour  on  a  stated  date,  at  Washington,  D.  C,  the  person  or  Der- 
mis charged  with  the  duty  of  opening  the  proposals  received  shall, 
before  proceeding  therewiui,  cause  a  certificate  to  be  procured  from 
fltt  postmaster  ox  Washington,  D.  C,  or  his  proi)er  representative, 
setting  forth  that  all  mail  matter  received  and  aistributed  in  his  office 
up  to  that  hour  and  addre^ed  to  the  Department  or  the  officer  thereof, 
80  soliciting  such  proposals  by  advertisement  or  otherwise,  has  been 
properly  ddivered. 

Wm.  H.  Sims,  Acting  Secretary. 

bbtuxst  to  delivkb  mail  and  cebtificatb  of  p08tma8txb. 

Washington,  D.  C, ^  189 — . 

AdvertisementB  for  sealed  proposals  to  be  received  up  to  —  o'clock  —  m.  this 

&7  having  been  made,  will  you  please  deliver  to  bearer aU  mail 

matter  addressed  to  this  office  which  may  be  distributed  up  to  —  o'clock  —  m. 
Yery  respectfully. 


(Title  of  officer  making  request.) 

Washington  Crrr  Post-Oitfice, ,  189 — . 

This  Is  to  certify  that  all  mail  matter  received  and  distributed  in  this  office 

op  to  —  o'clock  —  m.,  addressed  to ,  has  been  delivered  to 

^  as  requested  by  application  herewith  attached. 

Poetmaster. 


WASTE  PAPEB  TO  BE  KEPT  FEEE  OF  XATOHES,  EEFTJSE  07  LUNCHES,  ETC. 

Circular.]  April  27,  1895. 

To  Chief  Clerks  of  Bureaus: 

The  contractor  for  the  purchase  of  Uie  waste  paper  of  the  Depart- 
ment complains,  under  date  of  the  26th  instant,  that  three  oags 
shipped  by  him  to  Philadelphia  by  the  Clyde  Line  were  set  on  fire 
by  matches  which  were  contained  among  the  waste  paper.  Please 
see  to  it  that  the  messengers  and  laborers  do  not  throw  matches, 
refuse  of  lunbhes,  or  any  other  foreign  material  into  the  waste-paper 
bins  of  jour  offices. 

By  direction  of  the  Secretary. 

E.  WoMAOK,  Chief  Clerk. 

mnrsED  balance  op  leave  op  absence. 

October  15,  1895. 
0  *  *  m  *  m  m 

The  fact  that  an  employee  does  not  take  all  of  the  ^^  annual "  leave 
allowable  and  does  not  happen  to  need  sick  leave  can  not  be  the  basis 
of  any  extra  pay,  and  it  is  a  long  established  and  strictly  adhered  to 
rule  of  the  Treaisuiy  Department  not  to  allow  pay  beyond  the  date  of 


X/BPARTMBNT  OP  THl 

Office  of  a 
Washington^  D.  C 

m  and  after  this  date,  during  office  hoiin 
d  in  the  halls  of  the  buildings  occupied  by 
nor  in  rooms  occupied  by  lady  employees 
liefs  of  divisions  will  see  that  this  order  ij 

HOKB  , 


PISPOSAL  OF  USELESS  PAPEE8. 

ar.]  Department  of  the  I 

Office  of  the 
MVaahingtoTk 

jfs  of  bureaus  and  offices  are  requested  to  s 
of  the  Interior,  at  as  early  a  day  as  practic 
ate,  of  all  books,  papers,  documents,  etCj  on 
bive  offices,  which  are  no  lon^r  useful  in  ti 
t  business,  or  valuable  for  historical  or  oth 
may,  in  their  judgment,  be  destroyed  with 
blic  interests. 

5  information  is  desired  for  submission  to  Cc 
an  act  entitled  "An  act  to  authorize  and  prov 
of  useless  papers  in  the  Executive  Departmen 
sixteenth,  eighteen  hundred  and  eighty-nin 
:o  the  provisions  of  which  attention  is  directec 

Jno.  M.  Reynolds,  Ac 


PSIVATE  BUSINESS  OP  EXPLOYEES. 
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performance  of  their  official  duties  during  the  departmental 
,  at  the  expiration  of  which  they  are  free  to  follow  their  own  bent, 
ect,  of  course,  to  the  rules  of  good  conduct. 
Very  respectfully, 

E.  WoMACK,  Chief  Clerk. 
r.  F.  G.  Smith,  Washington^  D,  C. 


EKESPOHDENCE  TO  BE  DEUVEKED  TO  SECRETARY  HOCEDIATELY. 

5r.]  January  21,  1897. 

Chief  Clerk, 

Department  of  the  Interior: 

iesire  that  the  following  classes  of  correspondence  coming  to  this 
strtment  be  delivered  to  me  immediately  upon  their  receipt: 
>nmiunications  from  the  Executive  Mansion. 
>mmunications  from  the  Vice-President. 
)mmunications  from  the  heads  of  other  Departments. 
>nmiunications  from  either  House  of  Congress. 
)mmuiiications  from  the  Senators  and  Representatives. 
>mmunications  marked  "  Personal." 

ich  correspondence  will  receive  proper  attention  in  my  immedi- 
)ffice,  and,  where  reference  to  anj  of  the  divisions  or  bureaus  of 
Department  is  necessary,  such  division  or  bureau  will  prepare  a 
lal  acknowledgment  for  my  signature,  and  give  the  subject-matter 

I  direction  as  I  may  indicate. 

II  other  correspondence,  unless  requiring  my  immediate  attention, 
will  refer  at  once  to  the  proper  divisions,  where  formal  acknowl- 
nents  for  my  signature  will  be  prepared  and  submitted  to  me 
I  the  regular  daily  mail  by  the  chiefs  of  divisions. 

ou  will  cause  proper  forms  to  be  prepared  upon  which  to  make 
e  acknowledgments,  and  communicate  this  order  to  the  chiefs  of 
divisions  of  the  Secretary's  office. 
Very  respectfully,  D.  R.  Francis,  Secretary. 

HAIL  matter  addressed  TO  THE  SECRETARY. 

ler.]  Department  op  the  Interior, 

Washington^  D.  (7.,  March  30^  1897. 

[ereafter  all  mail  requiring  action  by  the  Secretary  will  be  ad- 
sed  to  the  Secretary  of  the  Interior  and  be  delivered  to  the  chief 
k  of  the  Department,  by  whom  it  will  be  properly  distributed, 
sfs  of  bureaus  and  officers  will  give  proper  notice  of  the  foregoing 
lieir  subordinates. 

C.  N.  Bliss,  Secretary. 

MATTER  FOR  PUBLICATION. 

^nlar.]  Department  of  the  Interior, 

Washington^  D.  (7.,  March  31^  1897. 

fficial  papers  emanating  from  the  office  of  the  Secretary  of  the 
rior,  or  any  information  therefrom,  shall  not  be  given  to  the 
lie  in  or  through  the  subordinate  offices  of  the  Department.  The 
)er  facilities  and  privileges  will  be  afforded  in  the  Secretary's 
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office  for  the  promulgation  of  such  matters  of  public  interest  as  it 
may  be  desirable  to  publish.  This  order  is  not  intended  to  interfere 
with  the  furnishing  of  decisions  for  such  periodicals  as  make  a 
specialty  of  publishmg  them. 

C.  N.  Bliss,  Secretary. 


PUTIEB  07  rntST  ASSISTANT  8EGEETAEY. 

Absence:  Departmental  leaves  of  absence  without  pay,  and  ex- 
tensions with  pay  on  account  of  sickness,  and  the  signing  of  cor- 
respondence relative  thereto. 

Bonds:  Correctness  of  official  bonds  and  bonds  for  fulfillment  of 
contracts. 

Buildings:  Leasing  of,  in  the  District  of  Columbia,  for  the  use  of 
the  Department. 

Contracts:  For  stationery,  miscellaneous  supplies,  and  all  other 
contracts  for  supplies  or  seryice. 

Hot  Springs,  Ark. 

Indian  amiirs:  Allotments  in  severalty;  attorneys  for  Indians, 
initialing  of  contracts  for;  depredation  claims;  Lidian  annuities 
and  trust- fund  stocks;  intruders  upon  Indian  lands  and  the  con- 
struction of  Indian  treaties ;  open-market  purchases ;  proposals  and 
contracts  for  Indian  supplies ;  renting  of  Indian  warehouses  outside 
of  Washington ;  rights  of  Indians  to  Indian  lands  and  Indian  deeds 
and  leases;  rights  of  railway  companies  through  and  upon  Indian 
lands ;  survey  of  Indian  lands. 

Parks :  Yellowstone,  Yosemite,  Grant^  Sequoia,  and  other  parks. 

Patents:  For  inventions,  signing  of,  m  the  absence  of  the  A^ist- 
ant  Secretary. 

Public  lands:  Repayments  of  moneys  paid  for  lands  erroneously 
sold  and  cash  indemnity  for  swamp  lands;  Eevolutionary,  bounty 
land,  and  other  scrip. 

Eailroads:  All  business  pertaining  to  the  office  of  the  Commis- 
sioner of  Eailroads. 

Requisitions  for  Treasury  warrants:  Signing  of. 

The  Territories. 

Approved  as  temporary  act: 

C.  N.  Bliss, 
Secretary  of  the  Interior. 

SXmES  07  ASSISTANT  SEOKETAEY. 

Accounts:  Approval  of  expense  accounts  of  inspectors,  special 
agents,  special  examiners,  pension  agents,  and  other  officers  of  the 
Department  and  its  bureaus ;  transportation  accounts. 

Advertising :  Approval  of  vouchers  for ;  approval  of  requests  from 
bureaus  for  authority  to  advertise. 

Attorneys  and  agents:  Admission  to  practice,  disbarment,  and 
regulation  of  fees. 

Columbia  Institution  for  the  Deaf  and  Dumb. 

Education:  Claims  of  agricultural  colleges  under  Morrill  Act; 
other  business  for  the  Bureau  of  Education;  education  of  the  blind 
of  tiie  District  of  Coliunbia. 
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Freedmen's  Hospital. 

GoTemment  Hospital  for  the  Insane. 

Patent  Office :  Appeals  from  the  administratiye  action  of  the  Com- 
missioner of  Patents  and  correspondence  relative  to  the  business  of 
the  Patent  Office ;  signing  of  patents. 

Pensions:  AppejGils  in  pension  and  boimty-land  cases;  general  su- 
pervision of  pefision  appeal  board;  prosecutions  for  violations  of 
pension  laws;  renting  of  quarters  for  pension  agencies  outside  of 
Washington. 

Approved  as  temporary  act: 

C.  N.  Bliss, 
Secretary  of  the  Interior. 

DEBT  CLAIMS  AOAIKST  EMPLOYEES. 

CSrcular.]  Depaktmbnt  op  the  Interior, 

Washington^  D,  (7.,  June  S,  1897. 

The  Department  will  not  undertake  to  regulate  the  conduct  of  its 
employees  in  respect  of  their  personal  business  affairs,  but  gross  or 
habitual  commercial  turpitude  must  be  regarded  as  inconsistent  with 
the  qualities  of  character  essential  to  honorable  public  service,  and 
will  be  treated  accordingly. 

Thos.  Ryan, 
First  Assistant  Secretary. 

GBAHD  AEirr  EMPLOYEES  BEaUIEEB  TO  ATTEND  FTJNEEALS. 

June  24, 1897. 

Sir:  Replying  to  your  request  that  those  employees  of  the  Depart- 
ment of  the  Interior  who  are  members  of  the  Grand  Army  of  the 
Republic,  and  who  may  be  required  to  attend  the  funeral  oi  a  com- 
rade, may  be  excused  from  their  official  duties  for  that  purpose  with- 
out prejudice  to  their  annual  leave  of  absence,  I  have  the  honor  to 
inform  you  that  your  said  request  has  been  approved  and  duly  noted 
in  the  several  bureaus  and  offices  of  this  Department. 
Very  respectfully, 

C.  N.  Bliss,  Secretary. 

CHANGES  AMONG  EMPLOYEES  IN  BTJEEATJS. 

Circular.]  Department  or  the  Interior, 

Washington^  July  25,  1897. 
To  Chiefs  of  Bureaus  and  Institutions 

under  the  Department  of  the  Interior: 

Desirous  of  the  fullest  cooperation  with  the  chiefs  of  the  several 
bureaus  and  the  heads  of  the  public  institutions  under  the  Depart- 
ment of  the  Interior  in  the  promotion  of  efficiency  in  the  service,  it  is 
believed  that  results  to  that  end  can  be  best  attained  by  full,  free,  and 
timely  conferences  between  the  Secretary  and  those  omcers  in  respect 
to  proposed  changes  in  the  classified  service  in  their  charge. 

Therefore  the  Secretary  requests  such  officials,  respectively,  to  con- 
fer with  him  upon  the  subject  of  an^  contemplated  dismissals,  re- 
ductions, or  promotions  in  their  classified  clerical  force  before  any 

a  Doc.  996»  G9-2,  ptl i 
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-iiilalion  be  made  relative  thereto,  to  the  md 

follow  will  be  bused  upon  the  fullest  infonii&- 
■itL  consideration  practicable, 

CoEXELius  N.  Buss,  Secretary. 


NOTEMBEF  20,  1897. 

■  1 'ipartment  dated  January  31,  1896,  organizing 
HI  .irtairs  in  the  office  of  the  Secretary  of  the  In- 
I'l  I'll  and  revoked, 

iiLirnited  in  said  order,  which  was  transferred  to 
i-jiiii  iitTaifs  from  the  patents  and  misceHaneous 
niiiihcd  to  the  palonts  and  miscellaneous  division 
iiiiisideration  and  action. 

iun  appeals"  is  hereby  reestablished  and  will 
ni-ideration  of  all  appeals  from  the  final  action 
il'  Pensions,  in  claims  for  pension  and  bounQ' 
■iicc  connpcted  therewith,  and  also  with  the 
i-ilinn  ^f  !ill  inquiries  to  the  Department  re-  i 
-,     The  board  will  not  esercise 
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of  or  Delepite  to  Congress,  or  any  other  oflScer  or  agent  of  the  United 
States,  either  directly  or  indirectly,  himself,  or  by  any  other  person 
in  trust  for  him,  or  for  his  use  and  benefit,  or  on  his  account,  is  a 
party  to  or  in  any  manner  interested,  in  whole  or  in  part,  in  this  con- 
tract, or  in  the  enJOTments,  benefits,  profits,  or  emoluments  arising 
therefrom."     (Kev.  Stat.,  sees.  3739-3742^  inclusive.) 

4.  Erasures,  interlineations,  or  other  irregularities  must  be  explained 
over  the  signature  and  seal  of  the  parties  to  the  instrument,  and  wit- 
nessed by  £e  officer  before  whom  the  same  is  executed. 

5.  No  assignment  or  transfer  of  any  contract,  or  interest  therein, 
will  be  recognized  by  the  Department,  and  such  assimment  or  trans- 
fer will  operate  as  an  annulment  of  the  contract  so  lar  as  the  United 
States  are  concerned  or  interested  therein. 

6.  All  contracts  must  be  executed  in  duplicate,  unless  otherwise 
directed. 

7.  Whenever  the  contract  is  between  the  Government  and  a  co- 
partnership, in  addition  to  the  firm  name  each  individual  member 
hereof  must  sign  his  own  name  thereto;  the  firm  name  alone  will  not 
be  sufficient,  and  wherever  the  firm  name  appears  in  the  contract  it 
should  be  indicated  thus:  A,  B^  C,  and  D,  partners  doing  business 
under  the  firm  name  of  (here  msert  firm  name),  and  the  contract 
must  be  signed  in  the  same  manner. 

8.  Where  the  contract  is  between  the  Government  and  a  corpora- 
tion or  an  incorporated  company,  it  may  be  executed  in  the  name 
thereof  by  the  officer  authorized  so  to  do  by  by-law  or  resolution,  but 
in  all  sudi  cases  evidence  shall  be  furnished  the  Department  oi  the 
corporate  existence  of  such  company  or  incorporation,  together  with 
a  certificate  from  the  secretary  or  other  officer  having  charjge  of  the 
seal  thereof  that  the  board  oi  directors  or  executive  committee  duly 
authorized  the  maUng  of  the  contract  for  and  on  behalf  of  the  com- 
pany by  such  individual ;  the  act  of  such  officer  in  executing  the  con- 
tract diall  be  binding  upon  the  company  or  corporation  represented 
by  him,  and  the  manner  of  fixing  the  signature  thereto  must  be  by 
first  signing  the  name  of  the  company  or  corporation,  followed  by 
the  signature  of  the  party  authorized  to  act  therefor,  thus:  (Name  of 
company^ -^ ,  by (giving  official  character). 

9.  In  tne  execution  of  contracts  the  names  of  all  the  parties  thereto 
must  be  written  in  full  and  an  impression  or  seal  affixed  to  each; 
signatures  bj  initials  will  not  be  accepted ;  each  of  the  signatures  oi 
the  contracting  parties  must  be  witnessed  by  at  least  two  persons,  and 
the  signatores  of  the  witnesses  should  be  written  opposite  the  sig- 
natures witnessed. 

10.  No  contract  signed  by  an  agent  or  firm,  or  by  one  member 
thereof  for  another,  or  by  an  attorney,  will  be  accepted,  unless  the 
execution  thereof  be  accompanied  by  a  duly  executed  power  of  attor- 
ney from  the  party  or  parties  for  whom  such  agent,  member,  or 
attorney  shall  act,  which  must  specifically  set  forth  the  purpose  for 
which  it  was  given,  describing  in  full  the  names  of  the  contracting 
parties,  the  date,  and  object  thereof. 

BONDS. 

1.  Each  contract  must  be  accompanied  by  a  joint  and  several  bond 
in  the  sum  of  at  least  50  per  cent  of  the  amount  of  the  contract  price, 
execated  by  the  principal  and  at  least  two  individual  sureties,  oon- 
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ditioned  for  the  faithful  performance  of  the  terms  thereof;  but  a 
corporate  surety  duly  qualified  under  the  act  of  Congress  of  August 
13, 1894,  may  be  accepted  as  sole  surety.  Corporate  sureties  on  bonds 
are  preferred. 

2.  The  full  name  of  the  principal  and  each  of  the  sureties  should  be 
written  in  the  body  of  and  signed  to  the  bond,  and  there  must  be  a 
seal  of  wax,  wafer,  or  other  adhesive  substance  attached  to  the  sig- 
nature of  the  obligor  and  each  of  the  sureties.  The  printed  words 
"  seal  "  or  "  scroll  "  will  not  be  deemed  sufficient. 

3.  The  principal  and  each  of  the  sureties  must  sign  the  bond  in 
the  presence  of  two  persons,  who  shall  sign  their  names  thereto  as 
attesting  witnesses,  and  it  must  appear  for  whom  each  witness  signs, 
but  the  same  witnesses  may  witness  all  the  signatures  if  signed  in  their 
presence. 

4.  The  sureties  must  justify  in  amounts  the  aggregate  of  which 
will  be  equal  to  at  least  twice  the  penalty  of  the  bond.  This  rule 
applies  to  corporate  as  well  as  to  individual  sureties;  and  corporate 
sureties  will  be  required  to  attach  to  each  bond  a  copy  of  the  last 
statement  of  their  assets  and  liabilities  as  rendered  pursuant  to  sec- 
tion 4  of  the  act  of  Congress  of  August  13,  1894,  together  with  a 
certificate,  under  corporate  seal,  by  the  secretary  of  the  corporation, 
as  to  the  official  character  of  the  person  signing  for  the  corporation, 
and  that  such  person  is  so  authorized. 

6.  AVhenever  such  affidavit  is  made  before  a  notary  public  or  justice 
of  the  peace  outside  of  the  District  of  Columbia,  the  jurat  shall  be 
accompanied  by  a  certificate  of  the  clerk  of  the  district  or  circuit 
court,  under  the  seal  thereof,  in  the  county  and  State  in  which  such 
notary  or  justice  resides,  that  at  the  time  of  administering  such  oath 
such  notary  or  justice  held  such  office  and  was  duly  authorized  by 
law  to  administer  such  oath. 

6.  Where  the  oath  is  administered  by  a  "  commissioner  of  the  cir- 
cuit court  of  the  United  States  "  the  certificate  should  so  show,  and 
not  appear    in  the  usual  way  of  "  United  States  commissioner,"  etc 

7.  No  person  who  is  a  bonded  officer  or  married  woman  will  be 
accepted  as  a  surety,  but  unmarried  women  may  be  accepted  as  such, 
provided  that  the  officer  administering  the  oath  certifies  that  they 
possess  sufficient  property  in  their  own  right  to  make  them  sufficient 
sureties,  and  that  they  are  single. 

8.  Where  a  corporation  is  a  party  to  a  contract,  no  officer  thereof 
will  be  accepted  as  surety  thereon,  and  the  same  rule  applies  where  a 
copartnership  is  a  party  to  a  contract. 

uTiere  the  sureties  are  other  than  corporate,  it  must  appear  in  the 
affidavit  or  oath  of  justification  that  such  surety  is  more  than  21  years 
old  and  in  all  other  respects  legally  competent  to  make  and  enter  into 
a  contract. 

9.  Bonds  may  bo  executed  before  a  clerk  of  a  court  of  record,  or  be- 
fore any  other  officer  authorized  to  administer  oaths,  by  observing 
rule  5  herein. 

10.  All  bonds  must  be  accompanied  by  a  certificate  as  to  the 
sufficiency  of  the  sureties  thereon j  signed  by  a  judge  of  a  United 
States  court,  a  United  States  district  attorney,  a  United  States  post- 
master (or  such  other  officer  of  the  United  otates  as  may  be  accept- 
able to  the  Secretary  of  the  Interior),  residing  in  the  district  where 
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such  bonds  are  executed.     The  foregoing  does  not  apply  to  corporate 
sureties  who  have  complied  with  the  requirements  oi  paragraph  4. 

11.  Special  pains  must  be  taken  to  prevent  erasures  or  mutilations 
of  any  kind  in  any  bond,  but  where  made  they  must  be  explained  by 
a  certificate  of  the  officer  before  whom  the  instrument  is  executed 
"  that  such  erasures  or  mutilations  were  made  before  the  bond  was 
signed  by  the  obligor  and  the  sureties." 

12.  Any  contract  or  bond  not  executed  in  conformity  with  the  fore- 
going regulations  will  be  returned  for  an  observance  thereof. 

CoBMELins  N.  Buss, 

Secretary  of  the  Interior, 

OVEKPATKEHTS  OV  SALAKISS  TO  ABSENTEES. 
Circular.]  Aprii,  6,  1898. 

To  Heads  of  Bureaus  and  Chiefs  of  Divisions  in  the  Office  of  the 

Secretary  : 

In  connection  with  the  order  of  this  dat«  concerning  leaves  of  ab- 
sence, copies  of  which  have  been  distributed,  the  following  points  are 
brought  to  your  attention : 

5.  The  payment  of  more  money  than  an  emplojee  is  entitled  to 
under  the  law  and  the  rules  must  be  guarded  against,  and  the  pos- 
sibility of  a  special  grant  of  excess  leave  must  not  be  anticipated  in 
that  connection;  but  the  salary  of  any  employee  whose  thirty-day 
allowance  is  exhausted  and  who  is  absent  in  excess  thereof  for  any 
reason  must  be  stopped  immediately,  pending  his  or  her  return  and  a 
decision  on  the  case.  The  Secretary  must  oe  promptly  notified  of 
such  absentees. 

By  direction  of  the  Secretary : 

EoWAKn  M.  Dawson,  Chief  Clerk. 

mroBTmnTiES  fob  pbohotioh.  , 

Circular.]  Department  of  the  Interior, 

Washington,  D.  C,  June  JO,  1898. 

Applications  for  promotion  by  employees  themselves  or  by  others 
in  their  behalf  are  not  consistent  with  good  administration.  The 
f?uper%'isinc  officers  are  thoroughly  informed  and  competent  to  judge 
of  the  qualifications  of  those  under  their  direction,  and  will  endeavor 
to  do  justice  in  all  cases.  Importunities  for  promotion  are  strictly 
prohibited,  and  heads  of  offices  and  chiefs  of  divisions  are  directed  to 
note  all  violations  of  this  order  coming  to  their  attention.  It  is 
deemed  es(>eciaUy  objectionable  for  employees  to  solicit  persons, 
whether  in  official  life  or  not,  to  urge  their  promotion. 

It  is  not  to  be  understood  that  employees  are  forbidden  to  appeal  to 
the  Secretary  from  unjust  discrimination  against  lliem,  or  to  report 
unfair  or  improper  treatment.  Such  appeal,  however,  must  be  in 
writing,  must  state  explicitly  some  sul>ptantial  ground  of  complaint, 
and  must  be  forwarded  through  the  head  of  the  office  to  which  the 
complainant  belongs, 

Cornelius  N.  Bliss,  Secretary. 
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BONDS  OF  SXIBVEYOBS,  DEPUTY  SXIBVEYOBS,  OB  DEPUTY 

8UBVEY0BS. 

Depabtment  of  the  Interiob, 
Washington,  D.  C.^  June  «S,  1898. 

1.  The  bond  and  oath  of  office  must  be  dated.  Bonds  must  not  be 
executed  on  Sundays  or  legal  holidays, 

2.  If  a  bond  with  individuals  as  sureties  is  given,  there  must  not 
be  less  than  two  of  such  sureties,  but  a  corporate  surety  duly  quali- 
fied under  the  act  of  Congress  of  August  13, 1894,  may  be  accepted  as 
sole  surety.    Corporate  sureties  on  tends  are  preferred. 

8.  The  several  sums  in  which  the  sureties  justify  must  e^ual  in  the 
aggregate  the  penalty  of  the  bond,  and  in  the  case  of  United  States 
deputy  surveyors  appointed  for  Alaska,  where  the  bonds  are  for  the 
stipulat^^d  siun  of  $5,000,  the  sureties  must  qualify  in  double  the  pen- 
al^ of  the  bonds. 

In  case  of  individual  sureties  on  bonds  of  United  Stetes  deputy 
surveyors  in  districts  other  than  Alaska  the  bond  must  be  based  on 
real  estate  to  at  least  the  full  amount  of  the  estimated  liability.  For 
deputy  surveyors  appointed  for  Alaska  the  bond  must  be  based  upon 
real  estate  to  the  amount  of  the  penalty  of  the  bond  and  personaUy 
for  the  remainder. 

Section  2280,  United  States  Revised  Statutes,  requires  that  every 
deputv  surveyor  shall  enter  into  bond  with  sufficient  security  for  the 
faithful  performance  of  all  surveying  contracts  confided  to  him,  and 
the  penalty  of  the  bond  in  each  case  shall  be  double  the  estimated 
amount  or  money  accruing  under  the  contracts,  at  the  rate  per  mile 
stipulated  to  be  paid  therein. 

Corporate  sureties  will  be  required  to  attach  to  each  bond  a  copy 
of  the  last  statement  of  their  assets  and  liabilities  as  rendered  pur- 
suant to  section  4  of  the  act  of  Congress  of  August  13, 1894.  together 
with  a  certificate  under  corporate  seal  by  the  secretary  oi  the  cor- 
poration as  to  the  official  character  of  the  persons  siting  for  tibie 
corporation,  and  that  such  persons  are  so  authorized.  The  affidavits 
of  sureties  and  the  certificate  as  to  their  sufficiency  must  be  of  even 
or  subsequent  date  to  that  of  the  bond. 

4.  The  full  name  of  the  principal  and  each  of  his  sureties  should 
be  written  in  the  body  of  and  so  signed  to  the  bond.  Where  prin- 
cipal or  surety  has  more  than  one  Christian  name,  the  one  by  which 
he  is  generally  known  will  be  sufficient,  with  the  initial  only  of  the 
other.  If  any  woman  signs  as  surety,  it  must  satisfactorily  appear 
that  she  is  unmarried,  married  women  not  bein^  accepted  as  sureties, 
except  where,  under  the  laws  applicable,  she  is  competent  to  make 
such  a  contract  and  her  separate  property  can  be  taken  in  the  enforce- 
ment thereof;  and  except  also  where,  under  the  laws  applicable,  die 
may  sign  with  her  husband,  and  thereby  charge  their  community 
property  with  liability  upon  execution. 

6.  There  must  be  a  seal  of  wax  or  wafer  or  other  adhesive  sub- 
stance attached  to  each  signature.  The  printed  word  "  seal ''  or  a 
scroll  is  not  sufficient. 

6.  The  residence  of  principal  and  sureties  must  be  distinctly 
stated,  and  the  signatures  of  each  of  them  must  be  made  in  the  pres- 
ence of  two  persons,  who  must  sign  their  names  as  witnesses,  stating 
their  present  residence;  and  it  must  appear  for  whom  each  witness 
signs. 
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7.  Each  individual  surety  is  required  to  make  an  affidavit  in  the 
form  indicated  b^  the  inclosed  blanks  as  to  the  value  and  nature  of 
the  property  which  he  offers  as  security,  whether  real  or  personal, 
describing  and  locating  each  class  separately.  It  must  m  shown 
that  the  property  offered  is  available  upon  execution,  or  the  bond  wHl 
be  rejected. 

The  propertT  offered  by  individual  sureties  must  be  fully  described, 
the  real  estate  oy  street  numbers,  lot  numbers,  or  sections  and  township 
numbers.  It  must  appear  whether  the  fee  to  the  same  is  in  the 
surety,  and  what  the  actual  value  of  each  tract  or  parcel  is  at  the 
time,  and  what  lien  or  liens,  if  any,  are  against  it.  Personal  prop- 
erty so  offered  must  be  described  with  such  particularity  as  will  show 
the  kind,  where  located,  and  the  then  actual  market  value  thereof  at 
that  place.  If  merchandise,  the  sort  of  goods  should  be  stated.  If 
securities,  the  description  must  be  sufficient  to  identify  them,  and  the 
par  and  actual  market  values  must  be  separately  ?iven.     When  the 

troperty  consists  of  several  kinds,  the  value  of  each  must  be  stated. 
t  must  be  further  shown  specifically  whether  any  such  property, 
real  or  personal,  is  exempt  from  debts  or  judicial  sale  under  any 
homestead  laws,  community  or  marriage  laws,  and,  generally,  whether 
such  exemption  as  applicable  to  the  property  offered  is  provided  for 
by  any  law  whatever. 

8.  The  affidavits  and  oaths  called  for  may  be  made  before  any  offi- 
cer duly  qualified  by  the  local  laws  of  the  State,  Territory,  or  district 
where  the  bond  is  executed.  An  affirmation  in  judicial  form  will  be 
accepted  instead  of  an  oath. 

9.  Whenever  the  officer  before  whom  an  affidavit  is  made  or  oaUi 
taken  has  an  official  seal,  he  should  use  it.  There  should  be  a  sepa- 
rate and  distinct  impression  of  the  official  seal  for  each  affidavit  or 
oath. 

10.  Whenever  an  affidavit  is  made  or  oath  taken  before  any  officer 
outside  of  the  District  of  Columbia,  not  a  clerk  of  a  court  of  record, 
the  official  character  and  standing  of  such  officer,  whether  notarr 
public,  justice  of  the  peace,  United  States  commissioner,  or  other  offi- 
cer qualified  to  administer  oath^,  should  be  evidenced  by  the  formal 
certificate  of  the  proper  court  of  record  or  other  competent  authority. 

11.  Where  the  sureties  arc  other  than  corporate,  it  must  appear  in 
the  affidavit  or  oath  of  justification  that  such  surety  is  more  than  21 
years  old  and  in  all  other  respects  legally  competent  to  make  and  enter 
mto  a  contract 

12.  The  sufficiency  of  the  sureties  on  the  bond  must  be  certified  to 
by  the  surveyor-general  of  the  State  or  Territory  where  the  work  for 
which  the  bond  is  given  is  to  be  executed,  and  in  case  one  or  all  of  the 
sureties  should  live  without  the  State  or  Territory  where  the  work 
under  the  bond  is  to  be  performed,  the  sufficiency  of  the  surety  must 
be  certified  to  by  a  United  States  district  judge  or  attorney  for  the 
State  or  Territory  in  which  the  surety  lives. 

13.  Sureties  must  not  be  bonded  officers  of  the  United  States.  Con- 
tracting United  States  deputy  surveyors  come  under  this  class. 

14.  Care  should  be  taken  that  no  erasures  or  mutilations  of  any 
kind  be  made,  and,  if  made,  all  such  should  be  stated  and  certified 
before  signing. 

15.  Any  bond  not  executed  in  conformity  with  the  foregoing 
regalatioDS  will  be  returned  for  an  observance  thoroof, 

CoKNEUDS  N.  Bliss,  Secretary. 


56        ia'i-i:s  and  Hi:Gn.ATioNS.  department  op  iKTiatioB. 

ISDIAN  TE2AITDKY  DEVIUOH  CKEATED. 

Order.]  Jult  25.  1898. 

There  is  licn-Ky  created  in  the  office  of  the  Secretary  a  division  to  bt 
known  as  the  Imlinii  Ti-rritory  division,  tolw  in  diarge  of  Mr.  LuUttr 
K.  Smith,  an  sissistaiii  attorney  in  the  office  of  the  As^tiint  AttiHii^ 
General  for  the  IJepiirliiicut  of  tht*  luttTJor. 

Said  division  it^  to  have  charge  of  all  business  relating  to  the 
Indian  Territory  imd  th«  Five  Civilizt-d  Tribes,  ext^ptihg  such 
niatt<>rs  as  iiiuru  prugR'rl;  belong  to  the  appointment  and   hnance 


di 

C.  N.  Bltss,  Secretary, 

7BS£DKEir8  HOSPITAL. 

Department  or  tite  iNTSitioB, 
Waskintitofi.,  November  18,  J898. 

Sir:  Your  klter  of  (lie  SIst  ultimo,  explaining  the  enif)aiTaaiment 
caUHeii  Ijy  the  |inMiii  niethod  of  appointing  employees  in  tlie  Frecd- 
men's  Ilospilul,  Uu^  li;ui  my  consideration.  In  compliance  with  your 
reconiincnihitio]),  ;iiiii  in  view  of  the  favorable  opinion  indorsed 
thereon  hy  tlie  buanl  uf  visitors,  vou  are  hereby  autnorized  to  lUitiK 
uppoinliaents  i>f  laiiiiihesses,  cooks,  and  laboi'ers,  and  other  similar 
loH-^raiU'  ;>ositiotL^.  tlic  same  to  be  reported  to  Uiis  Department  On 
the  liisl  diiy  of  rai'h  innnth,  subject  1«  my  approval. 

Yoiir  ii'JhkI  oI'  sui'h  n|i|inijiiiiniiis  ii.usi.  Le  in  IripHcate,  one  to  be 
iiuloisi'i!  iis  to  appnuiii  ami  ri'liiiiirii   lo  ytni,  one  to  be  similarly 
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sonal  illness  or  of  exposure  to  contagious  disease.  The  maximum  of 
leave  that  may  be  granted  with  pay  in  any  circumstances  is  sixty 
Hays  within  the  year. 

The  Attorney-General,  in  an  opinion  dated  October  25,  1898,  holds 
that  the  heads  of  Departments  are  relieved  from  the  duty  of  consid- 
ering exceptional  and  meritorious  features  and  the  element  of  pe- 
culiar hardship,  in  connection  with  applicaticHis  for  sick  leave.  It 
must  not  be  understood,  however,  that  ^plications  which  are  not 
meritorious  will  be  granted,  and  heads  ot  offices  will  be  careful  not 
to  submit  any  such  mr  consideration. 

It  ig  hereby  ordered,  That— 

The  head  of  each  bureau  is  authorized  to  ^rant  to  each  clerk  or 
employee  thirty  days'  annual  leave  with  pay  m  any  one  year.  This 
leave  may  be  allowed  as  needed  or  desired,  subject  to  such  regulations 
as  may  be  deemed  essential  to  the  orderly  and  efficient  conduct  of  the 
public  business. 

The  head  of  the  bureau  shall  carefully  consider  every  application 
for  leave  with  pay  on  account  of  exposure  to  contagious  disease,  or 
of  personal  illnes,s,  and,  in  the  exercise  of  a  sound  discretion,  shall 
recommend  to  the  Secretary  sucli  as,  in  his  opinion,  ought  to  be 
granted.  Every  such  application  must  be  accompanied  with  a  state- 
ment of  the  leave  of  all  kinds  the  person  has  had  within  the  current 
year  and  the  three  preceding  years,  and  with  evidence  to  establish 
the  fact  of  exposure  to  contftgion  or  of  sickness  and  inability  to  work, 
If  the  certificate  of  a  health  officer  or  physician  can  not  be  obtained, 
affidavits  and  other  evidence  may  be  considered.  Sick  leave  will  not 
be  granted  in  advance,  but  a  person  detained  away  by  sickness  or 
contagion  should  promptly  notify  his  office. 

A  statement  of  relevant  facts  and  circumstances  will  be  considered, 
in  coimection  with  the  amount  of  lejive  the  applicant  has  had  in 
recent  years,  in  determining  the  merits  of  an  application  for  sick 
leave. 

Leave  without  pay  may  be  allowed  on  account  of  sickness  when 
the  regular  leave  has  been  exhausted,  but  it  will  be  granted  as  a  favor 
to  the  mdividual  only  when,  in  the  opinion  of  the  head  of  the  bureau, 
the  public  business  will  not  suffer  by  the  absence,  and  when  reason- 
able cause  is  shown. 

Absence  in  office  hours,  or  by  reason  of  late  arrival  or  early  de- 
parture, shall  be  charged  to  the  appropriate  leave  account,  in  periods 
of  half  an  hour  and  multiples  tliereof. 

Sundays  and  public  holidays  will  be  charged  when  included  within 
a  period  of  leave,  in  accordance  with  the  Comptroller's  decision  of 
February  1,  ISga." 

This  order  supersedes  the  orders  of  April  6  and  July  13,  1898,  on 
the  subject  of  leaves  of  absence,  and  is  applicable  alike  to  all  clerks 
and  regular  employees  under  the  jurisdiction  of  this  Department, 
irresi>ective  of  their  place  of  service. 

Thos,  Rtan,  Acting  Secretary. 

•  Act  of  February  24,  1800  (30  Stnt.  L.,  890),  provides  that  annual  leave 
"  shall  be  exclualve  o(  Sundays  and  holldaja." 

Attomey-Gi.-nernr8  opinion  elliuiuuting  "exceptional  and  merltoriouB "  and 
"pwiillar  bardchip"  features  In  sirk  leaves. 

ComptruUer'8  decision  to  include  Sundays  and  holidays  in  leuve. 
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LSAVS8  07  ABSENCE  WITEOirT  PAT. 

Order.]  Department  op  the  Interior, 

Wdshingtanj  March  S,  1899. 

The  consideration  and  granting  of  sick  leaves  and  leaves  of  absence 
without  pay  of  employees  in  all  bureaus  is  hereby  transferred  from 
the  First  Assistant  Secretary  to  the  chief  derk  of  the  Department. 

E.  A.  Hitchcock,  Secretary. 

cobbesponbence  with  civil  sebvice  coxkissiov. 

Department  of  the  Interior, 

Washingtonj  March  £9^  1899. 

Sir:  It  would  seem  to  be  the  better  departmental  practice  that 
all  correspondence  with  the  Civil  Service  Commission,  whether  re- 
ferring to  positions  or  matters  in  Washington  or  the  various  branches 
of  the  service  throughout  the  country,  should  be  conducted  by  the 
Secretary.  Therefore  the  Civil  Service  Commission  is  requested, 
and  the  heads  of  bureaus  of  this  Department  are  directed,  to  address 
all  reports,  statements,  inquiries,  replies  to  inquiries^  and  other  com- 
munications in  relation  to  all  branches  of  the  service  to  the  Secre- 
tary, under  whose  direction  they  will  be  answered  or  referred  in  such 
manner  as  the  several  subjects  may  require.  It  is  desired  that  the 
custom  of  transmitting  such  communications  ^'  through  the  Secre- 
tary "  be  discontinued.  The  blank  forms  used  in  correspondence  of 
this  kind  have  been  revised  in  accordance  with  the  above  instructions. 
Very  respectfully, 

Thos.  Ryan,  Acting  Secretary. 

The  Commissioner  op  the  General  Land  Office. 


POBMEB  post-oppice  bepaetkent  builbiho  txibned  oyeb  to 

pepaetment  op  the  inteeiob. 

Order.]  Department  of  the  Interior, 

Washington^  November  16j  1899. 

The  building  heretofore  occupied  by  tiie  Post-Office  Department, 
on  the  block  tounded  by  Seventh  and  Eighth  and  E  and  F  streets, 
in  this  city,  having  been  turned  over  to  this  Department  by  the 
Postmaster-General  under  date  of  the  11th  ultimo,  as  provided  by 
the  act  of  Congress  approved  June  4,  1897  (30  Stat.  JL,  28),  the 
chief  clerk  of  this  Department,  as  ex  officio  superintendent,  will 
assume  charge  and  control  of  said  building  and  of  all  repairs  and 
improvements  thereof. 

E.  A.  HiTCHGOCK,  Secretary. 

attention  op  OPPICEES  to  THEIB  DUTIES. 

Department  of  the  Interior, 

Washington^  May  £lj  1900. 

Sir:  The  charges  a^inst  your  official  conduct,  and  your  reply 
thereto,  have  been  considered  at  length.  Those  charging  you  with 
incompetency  are  not  sustained,  but  those  of  neglect  oi  auty  and 
absence  from  your  office  without  leave  are  deemed  so  clearly  estab- 
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lished  that  I  must  impress  on  you  that  further  violations  of  the  rules 
and  instructions  of  this  Department  would  oblige  me  to  present  the 
matter  to  the  President  witn  a  view  to  your  removal  from  office. 

This  Department  insists  that  its  officers  sive  their  undivided  atten- 
tion to  the  fulfillment  of  the  trust  imposed  in  them  and  which  they 
are  sworn  to  perform  faithfully,  and  that  they  remain  on  duty  the 
prescribed  hours  for  official  business  every  day  imless  leave  of  ab- 
sence has  been  previously  obtained.  Also  that  bonded  officers  must 
not  intrust  their  duties  to  others  not  imder  bond  and  not  designated 
to  perform  the  responsible  duties  belonging  to  the  absent  officials. 
Further,  registers  and  receivers  must  not  neglect  to  sign  all  papers 
reauired  bv  the  law  and  the  regulations  to  be  signed  by  thenu 
X  ou  will  please  acknowledge  the  receipt  of  this  letter. 
Very  respectfully, 

E.  A.  Hitchcock,  Secretary. 
Mr.  Cyrus  Anderson, 

Receiver  of  Public  Moneys^  Colby ^  Kans, 

(Through  the  Commissioner  of  the  General  Land  Office.) 


OFFICIAL  BOHBS  HAYING  INDIVinTJAL  SXIBETISS. 

Order.]  Department  of  the  Interior, 

Washington^  June  7, 1900, 

Bonds  of  officials  of  this  Department  whose  sureties  are  individuals 
will  hereafter  be  examined  annually  instead  of  biennially  for  the 
purpose  of  ascertaining  the  sufficiency  of  the  sureties  thereon  and 
of  the  amount  of  every  such  bond. 

This  order  is  based  on  the  following  provisions  in  the  act  of  March 
2, 1895  (28  Stat  L.,  807)  : 

Hereafter  every  oflSc^r  required  by  law  to  take  and  approve  oflaclal  bonds 
BhaH  caiise  tbe  same  to  be  examined  at  least  once  every  two  years  for  the  pur- 
pose of  ascertaining  the  sufficiency  of  the  sureties  thereon;  and  every  officer 
having  power  to  fix  the  amount  of  an  official  bond  shall  examine  it  to  ascertain 
the  sufficiency  of  the  amount  thereof  and  approve  or  fix  said  amount  at  least 
once  in  two  years  and  as  much  oftener  as  he  may  deem  it  necessary. 

Hereafter  every  officer  whose  duty  it  Is  to  take  and  approve  official  bonds 
shall  cause  all  such  bonds  to  be  renewed  every  four  years  after  their  dates,  but 
be  may  require  such  bonds  to  be  renewed  or  strengthened  oftener  if  he  deem 
such  action  necessary. 

Heads  of  bureaus,  when  requested  by  this  Department  to  examine 
and  report  on  an  official  bond  as  to  its  sufficiency,  must  critically  scru- 
tinize the  proofs  offered  and  satisfy  themselves  entirely  that  the  same 
are  not  only  in  the  prescribed  form,  but  are  genuinely  sufficient,  and 
that  the  amount  of  tl^e  bond  is  ample,  before  submitting  the  same 
for  approval    The  action  must  not  be  merely  perfunctory. 

E.  A.  HiTCHOOCK,  Secretary. 


BECOKD  07  CASES  IH  EACH  DIVISIOH. 

Depabtment  of  the  Interior, 

Washington,  January  i?,  1901. 

To  the  Chiefs  of  Division,  Office  of  the  Secretary: 

Hereafter  there  shall  be  kept  in  each  division  of  the  office  of  the 
Secretary  a  record  (separate  from  the  record  of  letters  received)  of 


<*JUI 


iiiimedlate  reply. 
y  direction  of  the  Secretary : 

Edward  M.  j 


SOLICITINO  OF  CONTEIBXmOHS  (( 

Department  o 
Washin 

ir:  Acknowledging  the  receipt  of  your  1 
ch  you  state  that  at  a  meeting  of  Tennei 
n^  m  this  city  you  were  directed  to  requeg 
tributions  in  this  Department  for  the  relief 
effects  of  the  floods  which  have  recently  s' 
of  the  State  of  Tennessee,  I  have  to  infom 
soliciting  of  contributions  in  the  offices  of 
purpose  is  prohibited  by  a  departmental  or 
which  has  been  consistently  enforced  by  my 
rhile  the  commendable  purpose  mentioned  i 
e  me  to  comply  with  your  request  under 
el  constrained  to  adhere  to  the  rule  of  the  E 
ive  referred. 

Very  respectfully, 

Thos.  Ryan, 
[r.  Allen  S.  Tate,  Present. 


)NFIDENTIAL  INFORICATION   ACaUIEEJ)   BY   GI 

ekplotees. 
circular  and  agreement. 
Department  of  thf 
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are  considered  to  have  been  impliedly  embraced  in  the  restrictions 
placed  upon  them  by  the  organic  law  of  the  Survey. 

Thereiore,  all  scientific  employees  now  connected  with  the  Survey 
are  requested  to  sign  the  following  agreement,  which  wUl  be  pre- 
sented for  signature  to  all  ^uch  employees  who  may  in  the  future 
become  connected  with  the  Survey. 

Chas.  D.  Walcott,  Director* 

Approved  June  14, 1901. 

E.  A.  HrrcHcocK, 

Secretary  of  the  Interior. 

AGBEEMENT. 

In  consideration  of  my  acceptance  of  a  scientific  position  In  the  corps  of  tbe 
United  States  Geological  Surrey,  I  hereby  pledge  myself  to  the  following  agree- 
ments : 

1.  I  will  bear  in  mind  the  fact  that  my  position  may  enable  me  to  learn  facts 
that  are  not  known  to  the  general  public,  and  when  such  facts  are  of  a  confidential 
nature,  whether  so  stated  or  only  implied,  I  will  refrain  from  any  mention  of 
them  that  would  tend  to  violate  such  confidence. 

2.  In  the  event  that  I  am  employed  in  economic  work  I  will  not  divulge  any 
information  of  a  commercial  nature  that  I  may  acquire  during  my  Investigation 
of  mining  properties,  or  any  geological  data  that  may  be  declared  confidential 
by  the  owners  of  such  properties,  and  will  only  use  such  information  as  a  means 
of  arriving  at  conclusions  called  for  in  the  official  reports  that  may  be  made ;  it 
being  understood,  however,  that  the  owner  of  a  property  is  entitled  to  such  oral 
information  about  the  geological  conditions  of  his  property  as  may  be  given 
without  detriment  to  the  interests  of  the  Survey  or  of  other  parties  in  the 
region. 

3.  I  will  not  testify  in  any  mining  litigation  before  the  United  States,  State, 
or  Territorial  courts  during  the  continuance  of  my  employment  on  the  Survey, 
and  for  three  years  after  the  termination  of  such  employment  I  will  not  act  as 
expert  in  mining  litigation  concerning  properties  in  any  district  of  the  United 
States  upon  which  I  have  made  any  report  or  part  of  a  report  under  the  employ 
of  the  Survey,  without  the  consent  of  the  Director  and  the  approval  of  the 
Secretary  of  the  Interior;  provided  that  this  restriction  shall  not  apply  in  any 
case  where  ten  years  shall  have  elapsed  since  the  completion  of  the  field  work 
upon  which  any  such  report  is  based. 

""~~^~~'  '> 
V.  8,  Qeol.  Survey. 

Date: • 


CHA&GES  AOAINST  OFFICIALS  AND  EMPLOYEES  OF  THE  IITBIAH  SEEYICE. 

Department  of  the  Interior, 
Washington^  November  11^  1901. 

Sir:  Charges  are  frequently  made  against  officials  and  employees 
of  the  Indian  Service,  upon  their  face  of  a  very  serious  character, 
that  after  invevStigation  prove  to  be  frivolous  and  oftentimes  without 
any  foundation  except  in  malice  or  the  imagination  of  irresponsible 
persons. 

In  such  cases  in  the  future  you  will  require  persons  making  charges 
against  such  officials  or  employees  to  swear  to  the  same,  and  to  pre- 
sent therewith  the  affidavits  of  two  or  more  disinterested  and  respon- 
sible persons  that  they  believe  the  charges  to  be  true  and  made  in  good 
faith. 

Very  respectfully,  E.  A.  Hitchcock,  Secretary. 

The  Commissioner  of  Indian  Affairs. 
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OOVS&HlCXJrT  07  SKPLOYEES  DTTUVG  07XZCS  EOUKS. 

Order.]  Department  op  the  Interior, 

Washingtonj  November  S6^  190L 

The  followinff  rules  will  be  strictly  enforced  in  this  Department: 

1.  Chiefs  of  divisions  and  principal  clerks  will  require  clerks  and 
employees  under  tiieir  charge  to  devote  their  time  during  the  few 
hours  required  each  day  exdusively  to  the  business  of  the  Grovern- 
ment  If  there  be  any  superfluous  force  in  any  division  or  room,  it 
should  be  promptly  reported  for  assignment  to  some  place  where 
more  needed.  Reading  newspapers  or  books  not  pertaining  to  offi- 
cial duties,  preparing  private  letters,  or  other  writing  which  is  irrele- 
vant to  the  busmess  oi  the  Department  must  not  be  permitted  during 
office  hours. 

2.  The  lunch  time  extends  from  12  o'clock  m.  to  12.30  o'clock  p.  m. 
Absence  at  any  other  time  during  office  hours  or  beyond  lunch  time 
the  chief  of  division  will  note  for  deduction  from  the  annual  leave. 

3.  Personal  visits  to  or  hj  clerks  or  employees  during  office  hours 
must  be  allowed  only  by  chiefs  of  divisions  and  for  special  and  suffi- 
cient reasons. 

4.  Loitering  and  entertaining  visitors  in  the  halls  of  the  building 
are  strictly  prohibited.    Every  violation  of  this  regulation  will  be 

firomptly  reported  to  the  chiei  clerk  by  those  in  charge  of  the  halls, 
ts  willful  or  repeated  disregard  will  cause  dismissal  from  the  service. 

E.  A.  HiTCHCxxjK,  Secretary. 


SOLICITATION  OF  INCEEASE  OF  PAY  OE  ATTEXFT  TO  IHFLTrSNCS 

LEGISLATION. 

EXECUnVB  ORDER. 

All  officers  and  employees  of  the  United  States  of  every  descrip- 
tion, serving  in  or  under  any  of  the  Executive  Departments,  and 
whether  so  serving  in  or  out  of  Washington,  are  hereby  forbidden, 
either  directly  or  mdirectly,  individually  or  through  associations,  to 
solicit  an  increase  of  pay  or  to  influence  or  attempt  to  influence  in 
their  own  interest  any  other  legislation  whatever,  either  before  Con- 
gress or  its  committees  or  in  any  way  save  through  the  heads  of  the 
Departments  in  or  under  which  they  serve,  on  penalty  of  dismissal 
from  the  Gk)vemment  service. 

Thbooorb  Boosbvelt. 

Whitb  House,  January  Sly  190t. 


TEANSFOETATIOH  BEaiTEESTS. 

Circular.]  Department  op  the  Interior, 

Washington^  D.  (7.,  March  22^  1902. 

The  Comptroller  of  the  Treasury,  on  December  20,  1901,  gave  a 
decision  upon  a  case  involving  the  use  of  transportation  requests, 
submitted  by  the  War  Department.  That  part  of  the  decision  which 
is  of  general  application  is  published  below,  for  the  guidance  of 
officers  and  employees  of  this  Department. 

Thos.  Byan,  Acting  Secretary. 
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If  the  Goyemmeiit  desires  to  secure  the  advantages  of  through  rates,  it 
should  preside  therefor  by  the  issuance  of  through  transportation  requests  and 
through  bills  of  lading. 

It  is  therefore  held,  and  I  so  decide,  that  each  transportation  request  or  bill 
of  lading  constitutes  a  contract,  when  accepted  by  the  carrier  and  service  is  per- 
formed thereon,  between  the  Government  and  the  carrier,  and  that  each  such 
request  or  bill  of  lading  should  be  settled  on  the  basis  of  rates  in  effect  between 
the  points  specified  therein,  regardless  of  ultimate  terminal  points,  unless 
through  transportation  is  actually  furnished  on  a  series  of  requests  or  bills 
of  lading  and  the  carriers  agree  to  accept  the  through  rates  for  such  service. 

It  should  be  understood  that  no  Government  officer  has  a  right  to  contract 
or  pay  for  service  rendered  the  Government  at  higher  rates  than  are  available 
to  the  public  for  the  same  class  of  service,  less  the  deductions  required  by  law 
to  be  made  on  account  of  service  for  the  Government 

The  issuance  of  separate  requests  and  separate  bills  of  lading  of  different 
transportation  companies  will  subject  the  Government  to  the  payment  of  local 
rates  in  the  absence  of  an  agreement  to  accept  the  proportion  of  through  rates 
on  such  business. 

This  decision  should  not  be  construed  to  authorize  payment  at  local  rates 
when  separate  bills  of  lading  and  transportation  requests  have  been  issued  imtil 
sufficient  time  has  elapsed  ia  which  to  give  notice  to  the  proper  officers  of  the 
Government 

Settlement  for  transportation  service  rendered  prior  to  such  time  should  be 
made  on  the  basis  of  the  division  of  the  through  rates  between  ultimate  points. 
In  accordance  with  the  long-established  practice. 


ABBEVCS  ZH  EXCESS  OF  SIXTY  BAYS  WITEOUT  PAY. 

Department  of  the  Intebior, 

Bureau  op  Pensions, 
Washington^  D.  0.^  June  11^  190t. 

Application  for  anticipated  leave  without  pay  for  a  period  in 
excess  of  sixty  days  will  not  be  approved  by  the  Commissioner. 

In  all  cases  where  the  employee  desires  to  be  absent  in  excess  of 
sixty  days,  over  and  above  the  grant  to  which  entitled,  or  is  detained 
by  sickness  of  indefinite  duration,  or  other  causes,  such  as  business  or 
pleasure,  beyond  the  said  period,  resignations  must  be  presented. 

If  deemea  proper  by  the  Secretary,  resignations  as  above  may  be 
accepted  with  the  privilege  of  reinstatement  within  the  year,  should 
the  conditions  warrant. 

E.  F.  Ware,  CoTMmasioner. 

Approved: 

E.  A.  HiTCHOOCK,  Secretary. 


FEES  AVD  EKPLOYXXirr  OF  CLERKS  IN  CONTEST  CASE& 

Circular.*]  Department  of  the  Interior, 

General  Land  Optige, 
Washington^  D.  (7.,  July  S,  1908. 

To  Registers  and  Receivers^  United  States  land  offices. 

Gentleicen:  Clerks  employed  in  local  land  offices  to  reduce  tes- 
timony to  writing  in  contest  cases  will  be  paid  out  of  fees  collected 
under  statutory  provision  and  permitted  to  oe  so  used  by  act  of  Con- 
gress approved  August  4, 1886  (24  Stat  L.,  239). 

•  Iflsned  In  Hea  of  drenlan  "A,"  dated  May  14,  1890,  October  17,  1894,  and 
FMirnaxy  16^  1897. 
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The  fees  authorized  by  law  (sec.  2238,  subdivisions  10,  11,  and  12, 
Rev.  Stat.,  and  sec.  3,  act  June  3,  1878,  and  sec.  1,  act  March  3,  1891) 
are  15  cents  or  22^  cents  per  hundred  words,  according  to  the 
location  of  the  oflSce,  for  each  one  hundred  words  of  testimony  re- 
diiced  to  writing,  and  you  are  authorized  to  pay  from  the  fees  so 
collected  a  fixed  rate  per  hundred  words  for  the  testimony  reduced 
to  writing  and  for  docket  entries,  the  issuing  of  notice,  and  all  nec- 
essary correspondence  incident  to  a  preparation  of  the  case  for  trial, 
but  the  total  amount  expended  for  such  services  in  any  particular 
case  can  not  exceed  the  legal  fees  collected  in  such  case. 

The  rate  of  compensation  paid  to  such  clerks  will  be  subject  to 
approval  by  this  OiBce,  and  the  excess  of  fees  received  in  any  case 
over  the  expenses  incurred  for  clerical  services  will  be  reported  as 
other  fees  received. 

At  the  close  of  each  contest  the  receiver  will  make  a  record  in  a  book 
to  be  kept  by  him  for  that  purpose,  showing  the  amount  deposited 
as  security  for  the  fees  by  each  party  to  the  contest,  the  amount  of 
fees  collected  and  paid  for  clerical  services  in  reducing  testimony  to 
writing,  docketing  case,  etc.,  the  amount  of  the  deposit  returned  to 
the  depositor,  and  the  amount  of  the  fees  collected  and  to  be  re- 
turned into  the  Treasury  of  the  United  States. 

At  the  close  of  each  quarter  the  receiver  will  render  a  regular  dis- 
bursing account  for  clerical  services  in  contest  cases  (see  circular 
April  22,  1898),  showing  how  much  has  been  received  in  each  case 
and  how  much  paid  out.  The  excess  of  receipts  over  expenditures 
will  be  reported  as  receipts  of  the  oflSce  in  the  proper  account,  viz, 
money  received  as  fees  for  reducing  testimony  to  writing,  and  this 
report  must  be  made  under  oath,  as  required  by  the  act  or  August  4, 
1886.  No  case,  however,  will  be  reported  until  the  case  has  been 
closed  in  your  office  and  all  expenses  of  the  same  have  been  paid. 

The  person  receiving  the  compensation  must  sign  a  proper  voucher 
^Form  4r-639  a),  stating  amount  received  for  writing  testimony  and 
lor  other  services  separately,  and  make  affidavit  that  the  services  were 
actually  performed,  and  to  the  sum  of  money  actually  received  from 
the  receiver  as  compensation  for  such  services. 

In  case  the  testimony  is  taken  by  a  stenographer  and  then  written 
out  in  longhand  or  on  a  typewriter,  the  stenographic  notes  will  be 
considered  merely  as  an  inciaent  to  reducing  the  testimony  to  writing, 
and  rule  42  of  Practice  must  be  observed,  unless  all  parties  in  interest 
shall  in  writing  stipulate  to  the  contrary. 

No  person  employed  regularly  as  a  clerk  in  the  office  can  be  em- 
ployed on  contest  work  and  receive  extra  compensation  for  the  same. 

The  $1  fee  allowed  registers  for  giving  notice  of  cancellation  of  an 
entry  should  be  deposited  by  the  contestant  at  the  time  the  contest  is 
filed ;  but  if,  for  any  reason,  the  notice  is  not  given,  the  said  fee  is 
not  authorized  to  be  collected,  and  the  deposit  should  be  returned, 
together  with  all  excess  of  other  money  deposited  over  the  amount  ox 
the  fees  authorized  bv  law  to  be  collected  in  the  case,  and  no  other 
fees  are  to  be  collected. 

Very  respectfully,  Binger  Hermann, 

Conmiissianer. 
Approved : 

E.  A.  Hitchcock,  Secretary. 
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BECOMXEKBATIONS  FOB  PBOKOTIOK. 

Circular.]  Department  of  the  Interior, 

Washington^  July  H^  190i. 
To  OfficeTB^  Clerks^  and  Employees 

in  and  under  the  Department  of  the  Interior: 

The  following  amendment  to  Civil  Service  Rule  XI,  mada  by  the 
President,  July  3,  1902,  is  hereby  promulgated  for  your  information 
and  guidance: 

AMENDMENT  TO  THE  CIVIL  SERVICE  BULES. 

5.  No  recommendation  for  the  promotion  of  any  employee  in  the  classified 
service  shall  be  considered  by  any  officer  in  making  promotions,  except  it  be 
made  by  the  officer  or  officers  under  whose  supervision  or  control  such  employee 
is  serving;  and  such  recommendation  by  any  other  person,  with  the  knowledge 
and  consent  of  the  employee,  shall  be  sufficient  cause  for  debarring  him  from 
the  promotion  proposed,  and  a  repetition  of  the  offense  shall  be  sufficient  cause 
for  removing  him  from  the  service. 

Thos.  Ryan,  Acting  Seci'etary. 


XEMBEBS   OF   THE   OBAHD   ABMY   OF   THE   BEPTTBLIC   AND   THE   LOYAL 
LEGION  WHO  KAY  BE  BEaUIBED  TO  ATTEND  COKBABES'  FUNEBALS. 

Department  of  the  Interior, 

Washington^  August  18j  1902. 

Sir:  Referring  to  a  letter  of  the  Secretary  of  June  24,  1897,  to 
the  commander  Department  of  the  Potomac,  G.  A.  R.,  in  which 
approval  was  given  to  his  request  that  those  employees  of  the  Depart- 
ment of  the  Interior  who  are  members  of  the  Grand  Army  of  the  Re- 
public and  who  may  be  required  to  attend  the  funeral  of  a  comrade, 
may  be  excused  from  their  official  duties  for  that  purpose  without 
prejudice  to  their  annual  leave  of  absence,  it  is  held  that  the  privilege 
therein  granted  is  extended  to  members  of  the  Loyal  Legion. 
'V^ry  respectfully, 

Thos.  Ryan,  Acting  Secretary, 

The  Commissioner  of  Indian  Affairs. 


POLITICAL  ASSESSMENTS. 

Circular.**]  Department  of  the  Interior, 

Washington^  September  75,  1902. 

.  The  following  provisions  of  law  are  published  for  the  informa- 
tion and  guidance  of  all  officers  and  employees  of  this  Department. 

E.  A.  Hitchcock,  Secretary. 

The  civil-service  act  of  January  16,  1883,  provides : 

**8ec.  2,  paragraph  2,  clause  5.  That  no  person  in  the  public  service  is  for 
taat  reason  under  any  obligation  to  contribute  to  any  political  fund,  or  to 


o  Reprint  of  circular  issued  August  11,  1900. 
&  Doc  396,  59-2,  pt  1 5 


.......  uu  person  shall,  In  any  room  or  bull 

'  of  oflicial  duties  by  any  ofliccr  or  employee  ol 

in  this  act  or  In  any  navy -yard,  fort,  or  arsen 
vor,  or  receive  any  contribution  of  money  or  any 
>litical  purpose  whatever. 

r.  13.  No  oHicer  or  employee  of  the  United  Stab 
lischjirge  or  promote  or  degrade  or  in  any  mannei 
ipensation  of  any  other  officer  or  employee,  or  proi 
ring  or  withholding  or  neglecting  to  make  any  o 
valuable  thing  for  any  political  purpose, 
c.  14.  That  no  officer,  clerk,  or  other  person  In  tl 

shall,  directly  or  indirectly,  give  or  hand  over  to 
3on  in  the' service  of  the  United  States  or  to  any  Se 

of  Representatives  or  Territorial  Delegate  any  n 
on  account  of  or  to  be  applied  to  the  promotion 
ver. 

c.  15.  That  any  person  who  shall  be  guilty  of  violatl 
Dregoing  sections  shall  be  deemed  guilty  of  a  misd 
tion  thereof,  be  punished  by  a  line  not  exceeding 
for  a  term  not  exceeding  three  years,  or  by  such  i 
n  the  discretion  of  the  court." 
i  Service  Rule  II,  Clause  I,  reads  as  follows : 
Any  person  in  the  executive  civil  service  of  the  Ur 
lly  violate  any  of  the  provisions  of  the  civil-service 
>e  dismissed  from  office." 

ion  2  of  the  act  of  January  16,  1883,  provides  that  n 
J  **  has  any  right  to  use  his  official  authority  or  li 
of  any  person  or  body.' 


ft 


DATING  AND  SIGNING  OF  MAIL. 

•.]  Department  of  tb 

Washington^  No 

I  chiefs  of  division  in  the  Secretary's  office 
morning,   send   directly   to  the   desks  of  1 
ant  Secretaries,  respectively,  whose  dutv  it 
the  same,  all  the  division  work  of  the  dav 
action,  exclndinnr    v. 
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ments,  either  House  of  Congress  or  an;  (xmunittee  thereof,  Senators, 
Keprescntatives,  governors  of  States  and  Territories,  and  officials  of 
foreign  govemmeuts  shall  be  signed  b;  the  Secretary  or  Acting  Sec- 
retary. 

E.  A,  HrrcHCocs,  Sem-etary. 


Departmbnt  of  the  Intebior, 

Generai.  Land  Office, 
Waahington,  D.  C,  November  19, 190i. 
To  Regixt^rs  and  Receivers,  United  States  land  offices. 

Gentlemen:  It  having  been  observed  tliat  some  registers  and  re- 
ceivers employ  clerks  for  reducing  testimony  to  writmg  in  contest 
cases  without  first  procuring  written  authority  therefor  from  this 
office,  you  are  informed  that  hereafter  when  such  clerical  assistance 
is  required  in  any  office  the  register  and  receiver  will  recommend  to 
this  Office  the  name  of  some  competent  person,  qualified  as  stenogra- 
pher and  typewriter,  for  appointment  as  contest  clerk,  upon  receipt 
of  which  the  matter  will  have  prompt  attention.  The  compensation 
to  be  paid  to  contest  clerks  will  be  fixed  by  this  Office  at  the  time  of 
their  authorization,  and  they  will  be  required  to  furnish  their  own 
notebooks. 

The  register  and  receiver  of  every  office  will  forward  without  delay 
to  this  Office  the  names  of  such  contest  clerks  as  are  now  employed 
therein,  with  dates  of  entry  on  duty.  Should  there  l>e  no  clerks  of 
that  character  employed  in  any  office,  the  register  and  receiver  thereof 
will  so  report. 

Very  respectfully,  Binges  Hermann, 

Commissioner. 
Approved : 

E.  A.  ILtchcock,  Secretary. 


peactice  ik  claihs  of  debt. 

Department  of  the  Interior, 

Wushiyigton,  December  2,  lOOH. 
Sir.  A.  IT.  GitEdiiRT, 

Secretary  Grocers''  Protectirc  AsHodation.  Wanhlngton,  D.  C. 
Dear  Sib:  In  answer  to  your  inquiry  of  the  29th  instant,  as  to 
regulations  of  this  Department  for  enforcing  the  payment  of  debts 
contracted  by  its  employees,  I  liavc  to  say  that  this  DeTtnrtment  does 
not  attempt  to  regulate  the  private  business  affairs  of  its  people  or 
to  determine  the  merits  of  claims  against  them. 

The  practice  in  such  matters  is  us  follows:  'When  a  claim  of  debt 
Wcharge  of  delinquency  in  payment  is  presented  to  tlie  Department. 
Jtis  referred  to  the  head  of  tlie  office  in  which  the  ijcrson  concerned 
i^  employed,  with  instructions  that  it  he  bixiught  to  his  attention 
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with  a  copy  of  the  inclosed  circular  of  June  9,  1897,  and  that  his 
answer  or  explanation  be  returned  with  the  recommendation  of  the 
office. 

This  procedure  is  observed  to  have  a  salutary  influence  upon  em- 
ployees, and  often  leads  to  the  payment  of  claims. 
Very  respectfully, 

Thos.  Ryan, 
First  Assistant  Secretary. 

Circular.]  Department  of  the  Intebiob, 

Washington,  D.  O.,  June  9,  1897. 

The  Department  wiU  not  undertake  to  regulate  the  conduct  of  its  employees 
in  respect  of  their  personal  business  affairs,  but  gross  or  habitual  commercial 
turpitude  must  be  regarded  as  inconsistent  with  the  qualities  of  character 
essential  to  honorable  public  service,  and  wiU  be  treated  accordingly. 

Thos.  Rtan, 
First  Assistant  Secretary. 


BESIONATIONS  AND  DISMISSALS  IN  OTJTSIDE  LAND  SEBVICE. 

Department  of  the  Interior, 
Washington^  December  5,  1902. 

Sir:  It  appears  that  the  practice  in  reference  to  separations  from 
the  service  of  employees  in  district  land  oflSces  and  the  offices  of 
surveyors-general  is  somewhat  unsettled;  that,  while  dismissals  are 
submitted  to  the  Department  for  approval,  in  the  case  of  resignations 
the  Secretary's  approval  has  generally  been  assumed  and  notice  of 
acceptance  sent  without  such  reference.  It  is  deemed  best  that 
uniformity  should  prevail  in  this  matter,  and  that  hereafter  resigna- 
tions as  well  as  dismissals  be  submitted  for  the  approval  of  the 
Secretary. 

Very  respectfully,  E.  A.  Hitchcock,  Secretary. 

The  Commissioner  of  the  General  Land  Office. 


PBEPABATION  AND  EXECTTTION  OF  OFFICIAL  BONDS. 

Department  of  the  Interior, 
Washington^  D.  (7.,  February  28^  190S. 

Read  and  carefully  observe  the  following  directions  before  execut- 
ing papers.  Bonds  not  executed  in  conformity  therewith  will  bo 
returned  for  correction. 

1.  If  a  bond  with  individuals  as  sureties  is  given,  there  must  be 
not  less  than  two  such  sureties,  but  a  corporate  surety  duly  qualified 
under  act  of  Congress  of  August  13,  1894,  may  be  accepted  as  sole 
surety.     Corporate  sureties  on  bonds  are  preferred. 

2.  The  several  sums  in  which  the  sureties  justify  must  ag^^te 
at  least  double  the  penalty  of  the  bond,  and  in  case  of  individual 
sureties  one-half  of  the  aggi-egate,  or  the  amount  of  the  penal  sum 
at  least,  must  be  based  on  real  estate.  Corporate  sureties  will  be 
required  to  attach  to  each  bond  a  copy  of  the  last  statement  of* 
their  assets  and  liabilities  as  rendered  pursuant  to  section  4  of 
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the  act  of  Congress  of  August  13,  1894,  together  with  a  certificate 
under  corporate  seal,  by  the  secretary  of  the  corporation,  stating 
the  official  character  or  the  persons  signing  for  the  corporation 
and  that  they  are  duly  authorized  to  sign,  and  the  name  and 
address  of  the  agent  to  accept  service  of  process  against  the  company 
in  the  judicial  district  where  the  principal  has  his  official  head- 
quarters.* 

3.  The  full  name  of  the  principal  and  each  of  his  sureties  should 
be  written  in  the  body  of  and  so  signed  to  the  bond.  Where  prin- 
cipal or  surety  has  more  than  one  Christian  name,  the  one  bjr  which 
he  is  generally  known  will  be  sufficient.  If  any  woman  si^s  as 
surety  it  must  satisfactorily  appear  that  she  is  unmarried,  married 
women  not  being  accepted  as  sureties  except  where,  under  the  laws 
applicable,  she  is  competent  to  make  such  a  contract,  and  her  sepa- 
rate property  can  be  taken  in  the  enforcement  thereof;  and  except 
also  where,  under  the  laws  applicable,  she  may  sign  with  her  hus- 
band, and  thereby  charge  their  community  property  with  liability 
upon  execution. 

4.  There  must  be  a  seal  of  wax,  wafer,  or  other  adhesive  substance 
attached  to  each  signature.  The  printed  word  "  seal "  or  a  scroll 
is  not  sufficient. 

5.  The  residence  of  principal  and  sureties  must  be  distinctly  stated 
and  the  signatures  of  each  of  them  must  be  made  in  the  presence  of 
two  persons,  who  must  sign  their  names  as  witnesses,  stating  their 
present  residence ;   and  it  must  appear  for  whom  each  witness  signs. 

6.  Each  individual  suretv  is  required  to  make  affidavit  in  the  form 
indicated  by  the  inclosed  blanks  as  to  the  value  and  nature  of  the 
property  which  he  offers  as  security,  whether  real  or  personal,  de- 
scribing and  locating  each  class  separately.  It  must  be  shown  that 
the  property  offerea  is  available  upon  execution,  or  the  bond  will 
be  rejected. 

7.  The  property  offered  by  the  individual  sureties  must  be  fully 
described,  the  real  estate  by  street  numbers,  lot  numbers,  or  section 
and  township  numbers ;  it  must  appear  whether  the  fee  to  the  same 
is  in  the  surety,  and  what  the  actual  value  of  each  tract  or  parcel  is  at 
the  time;  and  what  lien  or  liens,  if  any,  are  against  it.  Personal 
property  so  offered  must  be  described  with  such  particularity  as 
will  show  the  kind,  where  located,  and  the  then  actual  market  value 
thereof  at  that  place;  if  merchandise,  the  sort  of  goods  should  be 
stated;  if  securities,  the  description  must  be  sufficient  to  identify 
them,  and  the  par  and  actual  market  values  must  be  separately 
given.  AVhen  the  property  consists  of  several  kinds  the  value  of 
each  must  be  stated.  It  must  be  further  shown  specifically  whether 
any  such  property,  real  or  personal,  is  exempt  from  debts  or  judicial 
sale  under  any  homestead  laws,  community  or  marriage  laws,  and 
generally,  whether  such  exemption,  as  applicable  to  the  property 
offered,  is  provided  for  by  any  law  whatever. 

8.  The  affidavits  and  oaths  called  for  may  be  made  before  any 
officer  duly  qualified  by  the  local  laws  of  the  State,  Territory,  or 
District  where  the  bond  is  executed.  An  affirmation,  in  judicial 
form,  will  be  accepted  instead  of  an  oath. 

•  The  "  affidavit  of  Justification  "  will  be  accepted  as  a  sufficient  showing  by  a 
corporate  surety  on  this  bond  without  attaching  other  papers. 


_....  aiiiaavits  of  sureties  and  the  cert 
judge  or  attorney  should  all  be  of  even 
{  the  bond.    Bonds  must  not  be  executed 
I  vs. 

Sureties  (individual)  must  not  be  bonded 
;  or  attorneys  having  business  before  the 
I  is  employed  or  officials  or  employees  in  hi 
Special  pains  must  be  taken  to  prevent  en 
7  -kind  in  the  bond,  and  if  such  are  made,  : 
ertificate  of  the  officer  before  whom  the  affic 
;uch  erasures  or  mutilations  were  made  h 
I  by  the  principal  and  his  sureties. 
Official  bonds  may  not  be  renewed  at  the  ^ 
ety,  but  only  by  direction  of  the  Secretary,  t 
5  corporate  company  for  another  as  surety 
'mitted  except  by  direction  of  the  Secretary 
in  for  a  period  oi  four  years,  when  a  renewal 

V. 

E.  A.  Hitch 


EKPLOYEES  BBEAEJNO  DEPABTXENT  B 

Department  of  tb 
Washififfto 

iR  Sir:  Your  letter  of  March  28,  requesting 
department's  decision  dismissing  from  the  i 
tian  and  John  G.  Fleming,  late  of  the  surve 
lorado,  has  been  carefully  considered,  and  i 
lat  the  conduct  of  these  men  during  several 
violation  of  the  civil-service  law  and  rules,  a 
ice,  and  there  seemed  to  me  to  be  no  alterm 
They  were  familiar  wi*^^  *^    ^ 
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add  that  my  coticlusioo  in  these  cases  was  reached  with  extreme  re- 
luctance in  view  of  the  hardship  resulting  to  the  persons  concerned, 
bnt  I  can  not  see  m;  way  clear  to  a  reopening  of  the  matter. 
Very  respectfully, 

E.  A.  HiTcncocK,  Secretary. 
Hon.  Fbanklin  E.  Bhooks, 

House  of  Representatives. 


ossees  fox  tbateunq  ass  allowaitces.a 

Department  of  the  I^nterioh, 

Washington,  D.  O.,  April  Si,  190S. 
To  o^ers  and  employees  of  the  Department 

of  the  Interior,  and  others  concerned: 

The  attention  of  officers  and  employees  of  the  Department  of  the 
Interior  is  called  to  the  following  provisions  of  the  act  entitled  "An 
act  making  appropriations  for  the  support  of  the  Army  for  the  fiscal 
year  ending  June  30,  1875,  and  for  otlier  purposes,"  approved  Juno 
16,1874: 

Providei,  Tbst  only  actual  trav<!llng  expenses  sball  be  allowed  to  any  person 
boldlng  employment  or  appointed  under  the  United  States,  and  all  allowances 
for  mileage  and  transportation  In  excess  of  the  amoiint  actually  paid  are 
hereby  declared  lIlPKal :  and  no  credit  shall  be  allowed  to  any  of  the  diaburging 
officers  of  the  United  States  for  puynients  or  ailowancea  In  violation  at  this 
proTlsloD. 

It  is  hereby  ordered  that  all  orders  to  travel,  required  in  the  trans- 
action of  the  business  of  the  Interior  Department,  shall  hereafter  be 
authorized  and  approved  by  the  Secretary  of  the  Interior,  except  in 
the  conduct  of  the  Pension,  Land,  and  Indian  services,  in  so  far  as 
to  apply  to  the  special  service  and  agents  force,  the  office  of  the 
Director  of  the  Geological  Survey,  and  the  office  of  the  Superin- 
tendent of  the  Capitol  Building  and  Grounds. 

Except  where  otherwise  provided  by  law,  the  expenses  of  all  officers 
of  the  (lovernment,  or  other  persons,  when  traveling  on  duty  or  other 

ftublic  business  for  or  on  account  of  this  Department,  or  any  of  the 
mreaus  connected  therewith,  will  be  confined  to  "  actual  and  necessary 
traveling  expenses,"  usual  and  essential  to  the  ordinary  comfort  of 
travelers,  and  will  embrace  the  following  items  of  expenditure,  viz: 

1.  Fares  upon  railroads,  steamboats,  packets,  or  other  usual  modes 
of  conveyance. 

2.  Hire  of  special  transportation,  either  by  land  or  water,  when 
there  are  no  regular  means  of  conveyance. 

3.  Ferriage,  tolls,  and  horse  keeping,  when  transportation  is  hired. 

4.  Street  car  or  omnibus  or  transfer  coacli  fare  to  and  from  depots 
ind  hotels,  and,  wlien  there  arc  no  such  conveyances,  moderate  and 
necessarj-  hack  hire  not  exceeding  the  legal  rates;  also  reasonable  bag- 
gHge  fees  to  porters  and  expressmen. 

5.  Sleeping-car  fare  for  one  double  berth  for  each  person,  parlor- 
car  seat  or  customary  stateroom  accommodation  on  boats,  steamers, 
etc     Porterage  on  sleeping  cars  not  to  exceed  25  cents  per  night. 

6.  Hotel  expenses  (board  and  lodging),  not  exceeding  $5  per  day, 

a  Supersedes  all  previous  rsgulationa. 
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when  the  detention  is  incident  to  or  necessary  for  the  performance  of 
the  duties  for  which  the  travel  is  ordered :  Provided^  That  under  unu- 
sual circumstances  a  greater  amount,  not  to  exceed  $8  a  day,  may, 
with  the  special  approval  of  the  Secretary  of  the  Interior,  be  allowed. 
Hotel  bills  must  show  the  number  of  days  charged  for,  the  regular 
per  diem  rate  for  board  and  lodging,  together  with  tiie  dates  the 
same  were  furnished. 

7.  Necessary  meals,  en  route,  but  for  no  other  items  of  refresh- 
ment than  the  ordinary  food  provided  for  travelers.  No  charge  will 
be  allowed  for  hotel  bills  when  the  detention  is  unnecessary  for  the 
execution  of  the  orders  under  which  the  journey  is  performed,  nor 
for  meals  furnished  on  steamers  or  other  means  of  conveyance  which 
are  included  in  the  charge  for  fare.  Charges  for  meals  must  be 
itemized  by  meal.  Subvouchers,  for  meals  only,  are  not  required  to 
be  furnished. 

8.  The  legal  rate  for  an  affidavit  can  be  charged  in  an  account, 
when  required,  at  the  rate  paid  in  the  State  where  taken. 

Travel  on  limited  trains  will  not  be  allowed  except  when  abso- 
lutely necessary  and  when  specially  directed  by  the  Secretary.  When 
unusual  routes  or  expensive  means  of  transportation  are  charged  for, 
explanatory  certificates,  setting  forth  the  necessity  for  the  same, 
must  accompany  the  accounts,  and,  if  approved  by  the  head  of  the 
Department,  such  charges  will  be  allowed.  All  persons  are  required 
to  travel  by  the  shortest  and  most  direct  route. 

Charges  for  telegi-ams  must  be  accompanied  by  a  copy  of  the  tele- 
gram showing  the  number  of  words.  Only  Government  rates  will  be 
allowed.  Charges  for  telephone  service  will  be  allowed,  provided 
th/t  a  statement  is  furnished  of  places  to  and  from  and  the  time 
occupied. 

Subvouchers,  properly  receipted,  will  in  all  cases  be  required  for 
any  kind  of  livery  hire,  feed  or  stabling  of  horses,  services  or  board 
of  drivers  or  guides,  express,  telegraph  or  telephone  messages,  or  for 
any  miscellaneous  expenditure  where  the  total  sum  amounts  to  $1 
or  more.  Reasonable  charges  for  laundry  work  and  for  baths  will  be 
allowed  when  the  travel  continues  for  a  week  or  more. 

Every  officer  or  other  person  traveling,  as  above  indicated,  will  keep 
a  memorandum  of  the  expenditures  herein  allowed,  noting  each  item 
upon  its  being  made,  and  will  make  affidavit  that  the  different  charges 
in  detail  therein  have  been  taken  fi*om  and  verified  by  his  memoran- 
dum; that  they  are  correct  and  just;  that  the  amount  charged  was 
actually  paid;  that  no  part  of  the  journey  charged  for  has  been  made 
under  any  free  pass  on  any  railway,  steamboat,  or  other  public  coir- 
veyance;  that  the  number  of  days  for  which  the  same  is  charged 
was  necessarily  consumed  in  unavoidable  delays  incident  to  travel 
and  in  the  performance  of  the  duty  ordered  or  service  rendered,  and 
that  the  journey  was  performed  with  all  practicable  dispatch  by  the 
most  direct  route. 

Payments  for  travel  over  land-grant  or  bond-aided  railroads  will 
not  be  made  by  the  disbursing  officer  of  the  Department.  Persons 
making  such  travel  will,  on  application  to  the  Department,  be  fur- 
nished with  the  necessary  transportation  requests  to  journey  over 
said  roads. 

Approved  April  24,  1903. 

E.  A.  Hitchcock,  Secretary. 
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nXITSIKATIOHS  m  f  EINmiO. 

Circular.]  Department  op  the  Interior, 

Waehington,  June  SO,  190S. 

The  attention  of  heads  of  bureaus  and  offices  of  this  Department  is 
called  to  the  following  requirement  in  section  3,  act  of  March  3,  1903 
(32  Stat.  L.,  1147J,  in  relation  to  illustrations  to  be  prepared  for 
reports  or  publications: 

Tbat  no  part  of  the  appropriations  bereln  made  for  printing  and  binding  eball 
be  used  for  any  Illustration,  engrarlng,  or  pbotograpb  tn  any  document  or  report 
ordered  printed  by  Congress  unless  the  order  to  print  expressly  authorizes  the 
same,  nor  In  any  document  or  report  of  any  Executive  Department  or  other 
Government  establiBhment  until  the  head  of  the  Executive  Department  or  Gov- 
ernment establlshttient  shall  certify  In  the  letter  tranamittlag  such  report  that 
the  Illustration  Is  necessary  and  relates  entirely  to  the  transaction  of  public 
business. 

In  making  requisitions  hereafter  for  publications  of  any  kind  re- 
quiring illustrations  the  head  of  the  bureau  or  office  will  certify  in 
such  requisition  that  the  illustrations  are  necessary  and  relate  entirely 
to  the  transaction  of  public  business. 

Tiios.  Ryan,  Acting  Seeretary. 


A?TEAXS  IN  FEH8I0F  CASES. 

Order.]  Department  of  the  Interior, 

Washington,  July  2,  1903. 
When  an  appeal  is  taken  to  the  Secretary  of  the  Interior  from  a 
decision  of  the  Commissioner  of  Pensions,  the  case  shall  be  received, 
docketed,  and  considered  in  the  usual  manner  by  the  board  of  pen- 
sion appeals. 

If  the  case  is  reversed,  it  shall  then  be  submitted  to  a  special 
board  of  review,  appointed  by  the  Assistant  Secretary  from  the  mem- 
bers composing  the  Board  of  Pension  Appeals,  who  shall  carefully 
and  thoroughly  consider  the  case.  Thereafter,  if  the  reversal  is  ad- 
hered to,  the  Commissioner  of  Pensions  shall  have  the  privilege  of 
discussing  with  the  Assistant  Secretary  of  the  Interior  any  legal 
question  involved  in  such  adverse  decision.  Should  the  reversal, 
after  such  discussion,  still  be  adhered  to,  the  case  may,  upon  the  re- 
quest of  the  Commissioner  of  Pensions  in  writing,  accompanied  by 
pertinent  brief,  be  submitted  (wilh  my  approval  in  writing  first 
obtained  by  the  Assistant  Secretary)  to  the  Assistant  Attorney- 
General  for  the  Department  of  the  Interior  for  opinion  upon  the 
legal  question  involved. 

In  important  cases  of  general  application  decided  by  the  Assistant 
Attorney-General  the  legal  question  involved  therein  may,  if  deeKied 
'  advisable  by  the  Secretary  of  the  Interior,  be  submitted  to  tlie  honor- 
able the  Attorney -General  of  the  United  States  for  opinion. 

Department  letter  of  January  2,  1903,  to  the  Commissioner  of 
Pensions,  outlining  a  plan  for  expediting  the  consideration  and  dis- 
position of  pension  appeals,  is  hereby  canceled  and  revoked. 

E.  A.  Hitchcock,  Secretary. 
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LEAVES  OF  ABSENCE. 

Circular.]  Department  of  the  Interior, 

General  Land  Office, 
Washington^  D,  C,  August  S,  190S. 

To  Registers  and  Receivers  and  Surveyors-General. 

Gentlemen  :  In  future,  when  leave  of  absence  is  desired  for  any 
purpose,  timely  application  therefor,  stating  specifically  the  reasons 
and  circumstances  rendering  such  absence  necessary,  snould  be  ad- 
dressed and  forwarded  directly  to  this  oflSce.  All  applications  will 
be  laid  before  the  head  of  the  Department,  with  such  recommenda- 
tion as  the  circumstances  of  the  case  may  warrant,  and  the  leave  will 
be  granted  or  withheld,  as  may  seem  just  And  proper  to  the  Secre- 
tary of  the  Interior.  But  in  the  meantime  and  untd  the  decision  of 
the  Department  is  received  (unless  in  case  of  sickness)  the  officer 
will  remain  in  the  proper  discharge  of  his  official  duties,  from  9 
o'clock  a.  m.  to  4  o'clock  p.  m.,  each  day,  except  Simdays  and  days 
declared  public  holidays  by  law. 

In  view  of  the  unusual  number  of  applications  for  leave  which  have 
lately  been  made,  it  becomes  necessary  for  me  to  announce  to  you 
that  you  are  expected  to  remain  at  your  post  and  give  strict  personal 
attention  to  the  duties  devolving  upon  you,  and  that  hereafter  leaves 
of  absence  will  be  granted  for  not  exceeding  thirty  days  in  a  calendar 
year,  and  then  onlv  for  reasons  of  the  most  urgent  character  and  for 
the  shortest  possible  time,  upon  the  following  conditions,  viz : 

First.  That  the  officer  applying  for  leave  of  absence  must  designate 
in  his  application  some  clerk  in  his  office  to  act  for  him,  in  his  name, 
and  at  his  own  risk  and  responsibility,  during  his  absence,  in  the  per- 
formance of  such  purely  ministerial  duties  as  may  under  the  law  be 
properly  delegated  to  another;  but  the  clerk  so  designated  can  not 
under  any  circumstances  be  authorized  to  perform  anv  duties  of  a 
judicial  character.  The  consideration  of  all  matters  oi  that  charac- 
ter, which  require  the  joint  action  of  the  register  and  receiver,  must 
be  postponed  until  they  are  both  on  duty.  In  the  event  that  no  clerk 
is  employed  in  the  office^  the  officer  must  employ,  at  his  own  expense, 
some  competent  and  reliable  person,  who  will  be  required  to  execute 
the  usual  oath  of  office,  which  mr^et  be  forwarded  to  this  office  at  once 
with  the  information  that  the  clerk  so  employed  is  to  represent  the 
officer  during  the  latter 's  absence.  In  the  case  of  a  surveyor-general 
he  should  place  the  office  in  charge  of  his  chief  clerk,  for  whose  official 
acts  he  will  be  held  responsible  under  his  official  bond. 

Second.  That  as  the  clerk  left  in  charge  can  not  be  authorized  to 
sign  any  official  papers  or  documents,  the  officer  shall  make  arrange- 
ments to  affix  his  signature  to  all  such  official  papers  and  documents 
as  the  clerk  may,  under  the  foregoing  paragrapn,  be  authorized  to 
issue  during  the  absence  of  such  officer;  but  in  no  instance  can  a 
register  be  authorized  to  leave  his  office  in  charge  of  a  receiver,  or 
vice  versa. 

Third.  That  either  the  register  or  receiver  must  be  at  his  post  of 
duty  during  the  absence  of  the  other.  Applications  for  leave  from 
registers  and  receivers  of  the  same  office  for  the  same  time  are 
occasionally  received,  but  such  applications  can  not  be  approved. 
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Fourth.  That  upon  return  to  duty  the  officer  shall  report  by  letter 
to  this  office  the  exact  period  of  his  absence,  giving  the  date  and  hour 
he  returns  to  duty. 

Fifth.  Where  absence  is  on  account  of  sickness,  application  there- 
for must  be  forwarded  immediately  upon  return  to  duty,  accom- 
panied ly  the  certificate  of  the  attending  physician,  covering  the 
period  oi  absence.  The  certificate  must  show  that  absence  was  due 
entirely  to  sickness,  and  that  the  applicant  was  wholly  incapacitated 
by  reason  thereof  for  the  performance  of  office  work  or  to  be  present 
at  his  office. 

Sixth.  If  an  emergency  arises  which  requires  you  to  leave  your 
post  of  duty,  and  you  do  not  have  time  to  submit  application  by  mail 
and  receive  a  reply  before  the  date  the  leave  desirea  is  to  commence, 
request  by  wire  will  receive  immediate  attention,  and  reply  made,  but 
such  messages  are  sent  at  the  applicant's  expense. 

As  applications  for  leave  are  frequently  made  by  officers  on  the 
ground  that  the  public  interests  committed  to  them  require  their  pres- 
ence at  the  seat  of  Government.  I  take  this  occasion  to  say  that  it  is 
the  duty  of  this  office  to  look  arter  the  public  interests  coming  under 
its  supervision,  and  that  in  the  discharge  of  this  duty  the  personal 
presence  and  assistance  of  district  officials  is  rarely,  if  ever,  required. 
Should  the  presence  of  such  officers  be  desired  at  any  time,  for  this  or 
any  other  reasons,  timely  notice  to  that  effect  will  be  given. 

In  this  connection  I  deem  it  proper  to  refer  to  the  fact  that  some 
officers  have  been  in  the  habit  of  absenting  themselves  from  official 
duty  for  short  periods  without  proper  authority,  and  to  state  that  its 
impropriety  and  incompatibility  with  the  proper  and  faithful  dis- 
charge of  official  duty  is  manifest,  and  that  in  future  unauthorized 
absence,  for  however  short  a  period,  will  not  be  tolerated. 

Your  attention  is  called  to  the  act  of  May  15,  1898,  which  provides 
as  follows: 

Hereafter  It  shaU  be  the  duty  of  the  heads  of  the  several  Executive  Depart- 
ments, In  the  Interest  of  the  public  service,  to  require  of  all  clerks  and  other 
employees,  of  whatever  grade  or  class,  in  their  respective  Departments  not  less 
than  seven  hours  of  labor  each  day  except  Sundays  and  days  declared  public 
holidays  by  law  or  Executive  order. 

The  law  quoted  mandatorily  directs  heads  of  Departments  to  see 
to  it  that  these  requirements  are  enforced,  and  it  is  therefore  the 
duty  of  this  Office  to  direct  that  a  strict  compliance  with  both  this  law 
and  these  regulations  be  observed.  Your  careful  attention  is  invited 
to  all  the  provisions  of  the  regulations  referred  to,  and  especially  to 
that  part  which  forbids  unauthorized  visits  to  this  city. 

You  are  requested  to  acknowledge  receipt  hereof  at  your  earliest 
convenience. 

Very  respectfully,  W.  A.  Richards,  Commissioner. 

Approved  August  8,  1903 : 

Thos.  Ryan, 

Acting  Secretary  of  the  Interior, 


^  ^.*»oiuu8  or  the  Patent  Offic 
.c:n?<.   requires  the  entire  working  force  of  th< 

taction. 

iie  Department  concurs  in  the  Commission 
Very  respectfully, 

First 
r.  George  M.  Ellis,  Bridgeton^  N.  J. 


P0BTEB8'  7SS8. 

ular.]  Department  of  thb 

Washington^  D.  0 

iragraph  5  of  circular  issued  by  the  Depart 
approved  April  24, 1903,  revising  the  regulai 
allowances  tor  traveling  expenses,"  is  hereby 
>ws: 

eping-car  fare  for  one  double  berth  for  each  pen 
mary  stateroom  accommodation  on  boats*  steamert 
rters  on  sleeping  or  parlor  cars,  boats,  and  steamei 

Thos.  Ryan, 


PBEMHTM  ON  OFFICIAL  BOND. 

Treasury  \ 
Washington^  i 

r:  I  have  received  your  communication  of 

>ws: 

the  recommendation  of  the  Director  of  thp  ri^v-'- 
St  your  opinion  whpthAf  ♦»  - 
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VHien  an  officer  or  employee  ia  required  to  give  a  bond  in  connection 
with  the  performance  of  his  duties,  the  giving  of  such  bond  has 
^ways  been  regarded  as  a  necessary  part  or  the  qualification  to  per- 
fcmn  the  duties  of  said  office  or  position,  and  they  must  qualify 
themselves  for  the  office  or  position  at  their  own  expense.  (United 
States  V.  Van  Duzen,  140  U.  S.,  171;  2  Comp.  Dec,  263;  MS.  Dec., 
Tol.  17,  p.  935;  id.,  18,  p.  77.) 

You  are  therefore  advised  that  you  are  not  authorized  to  pay  the 
said  premium. 

Respectfully,  L.  P.  Mttchell, 

Assistant  OomptroUer. 

The  Secretary  of  thx  Intxriob. 


cojonmcAtiOHS  segetteii  at  fenbion  office  teeohoh  skkob. 

Department  or  thz  Interior, 

WtMhinffton,  November  13,  1903. 
Sir  :  Your  letter  of  the  4th  ultimo  has  been  received,  in  which  you 
request  instructions  as  to  what  action  should  be  taken  in  respect  of 
communications  received  at  your  office  which  relate  to  the  business  of 
some  other  branch  of  the  Government,  and  in  reply,  you  are  informed 
thftt  the  Department  has  no  objection  to  interpose  to  the  course  rec- 
ommended in  vour  letter,  namely,  that  such  communications  be  sent, 
informally  an^  without  indorsement  or  other  writing,  to  the  Depart- 
ment or  office  to  which  they  should,  properly,  have  been  addressed. 

To  relieve  your  office  from  any  responsibility  for  delay  of  final 
ictioii  upon  such  communications,  the  writer,  in  each  case,  should  bo 
informed,  by  circular,  of  the  disposition  made  of  his  letter. 
Very  respectfully, 

E.  A.  Hitchcock,  Secretary. 
The  Commissioner  of  Pensions. 


COESECT  ms  OF  TEEKS  "  OFFICEE,"  "  EKPLOTEE,"  Ain>  '■  CLEEK." 

Departsient  of  the  Interior, 
Ofticb  of  the  Assistant  Attorney-General, 

Washington,  November  /.(,  1903. 
The  Secketary  of  the  Interior. 

Sih:  I  am  in  recfiipt  by  reference  of  a  communication  from  the 
Director  of  the  Geological  Survey  requesting  instructions  as  to  the 
correct  use  of  the  t*rms  "  officer,"  "  emplovee,"  and  "  clerk,"  as 
•pplied  to  persons  in  the  Government  service.  He  desires  to  be 
soTised  as  to  "  whether  a  person  appointed  by  the  Secretary  of  the 
Interior  on  the  Geological  Survey  is  an  '  officer '  of  the  Survey  or  of 
^Government,  or  if  that  term  is  confined  strictly  to  military  usage." 
The  purpose  of  the  inmiiry  is  to  ascertain  whether  it  is  permissible 
to  use  the  term  "  officer  "  to  designate  a  person  appointed  by  the  Secre- 
*<7  of  the  Interior,  and  to  confine  the  term  "employee"  to  tJiose 
employed  temporarily  in  the  field. 
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No  legal  question  is  involved  in  the  inquiry.  It  is  practical 
whether  a  person  employed  in  the  civil  service  of  the  GovemmfiB 
as  chief  of  a  division  or  as  assistant  to  such  chief,  or  in  a  clericft 
capacity,  is  to  be  designated  as  "employee"  or  is  entitled  to  £b 
more  dignified  appellation  of  "  oiBcer."  The  application  of  the  ten 
generally  to  all  persons  employed  on  the  Geological  Survey,  whethe 
appointed  by  the  President  or  by  the  head  of  the  Department,  wonli 
violate  no  constitutional  provision  or  any  statute,  and  as  it  is  mereb 
a  question  of  propriety,  the  promiscuous  use  of  the  term  would  be  1 
matter  of  no  consequence. 

Apart  from  any  question  as  to  the  legal  obligations  and  liabilitifif 
or  of  the  privileges  and  immunities  of  persons  engaged  in  the  per 
formance  of  public  duties  in  the  Executive  Departments,  the  tern 
"  oflScer  "  is  generally  applied  to  persons  holding  the  commission  o 
the  President,  or  wno  are  specially  invested  with  some  executive 
authority,  as  distinguished  from  mere  assistants  or  the  clerical  foro 
performing  their  duties  under  the  supervision  and  control  of  sud 
officers.  It  would  be  difficult  to  state  a  general  proposition  appli 
cable  in  every  case  as  to  who  are  civil  officers  or  the  Government 
In  United  States  v.  Hartwell  (6  Wall.,  385)  it  was  held  that  a  cleri 
in  the  public  service,  appointed  by  the  head  of  a  Department,  whos 
tenure  of  office  would  not  be  affected  by  the  vacation  of  office  by  hi 
superior,  and  whose  duties  are  continuing  and  permanent,  althou^ 
performed  under  the  supervision  of  his  superior  in  office,  is  an  offiioe; 
within  the  meaning  of  the  act  of  August  6,  1846  (9  Stat.  L.,  59) 
and  as  such  is  subject  to  the  penalties  prescribed  for  the  misconduc 
of  officers. 

In  United  States  v,  Germaine  (99  U.  S.,  508)  it  was  held  that  civi 
surgeons  appointed  by  the  Commissioner  of  Pensions  under  sectioi 
4777  of  the  Revised  Statutes  are  not  officers  of  the  United  States 
That  case  was  distinguished  from  the  case  of  United  States  v.  Hart 
well  {swpra)  in  this,  that  the  duties  of  civil  surgeons  appointed  unde: 
said  section  are  not  continuing  and  permanent,  but  are  occasional  am 
intermittent,  whereas  the  nature  of  Hartwell's  employment  was  per 
manent  and  continuing.  The  court  also  observed  that  Hartwell' 
appointment  was  by  the  head  of  a  Department,  "  and  he  was  there 
fore  an  officer  of  the  United  States. '  The  appointment  of  civi 
surgeons  under  section  4777  of  the  Revised  Statutes  is  made  by  th' 
Commissioner  of  Pensions,  who  is  not  the  head  of  a  Department 
In  this  connection  it  said  (p.  510) : 

The  Constitution,  for  purposes  of  appointment,  very  clearly  divides  all  It 
officers  into  two  classes.  The  primary  class  requires  a  nomination  by  the  Presi 
dent  and  confirmation  by  the  Senate.  But  foreseeing  that  when  offices  b< 
came  numerous  and  sudden  removals  necessary,  this  mode  might  be  Incoi 
venient,  it  was  provided  that,  in  regard  to  officers  inferior  to  those  special!; 
mentioned,  Congress  might  by  law  vest  their  appointment  in  the  Preslden 
alone,  in  the  courts  of  law,  or  In  the  heads  of  Departments.  That  all  person 
who  can  be  said  to  hold  an  office  under  the 'Government  about  to  be  establishe 
under  the  Constitution  were  intended  to  be  inclu-lod  within  one  or  the  othe 
of  these  modes  of  appointment  there  can  be  but  little  doubt     ♦     ♦     ♦ 

The  cases  of  United  States;?;.  Moiiat  (124  U.  S.,  303)  and  Unitei 
States  i\  Ileiidee  (ib.,  300)  illustrated  the  difBculty  that  would  b 
met  in  attempting  to  fomiulate  a  general  rule  applicable  in  ever 
case.  In  the  former  case  it  was  held  that  a  paymaster's  clerk  in  thi 
Navy  is  not  an  officer  of  the  Navy  within  the  meaning  of  the  act  o 
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June  30,  1876  (19  Stat.  L.,  65)  so  as  to  entitle  him  to  tlie  benefit  of 
mileage  allowed  by  that  act  In  the  latter  case  it  was  held  that  a 
paymaster's  clerk  in  the  Navy  is  an  officer  of  the  Navy  within  the 
meaning  of  the  provision  in  the  act  of  March  3,  1883  (22  Stat.  L., 
473)  respecting  the  longevity  pay  of  officers  and  enlisted  men  in  the 
Army  or  Navy.    The  court  said  (p.  313) : 

We  have  just  decided,  in  the  case  of  United  States  v.  Mouat  (ante,  303),  that 
a  paymaster's  clerk  is  not,  in  the  constitutional  sense  of  the  word,  an  officer  of 
the  United  States,  but  we  added  also  that  Congress  may  have  used  the  word 
^'officer"  in  a  less  strict  sense  In  some  other  connections  and  in  the  passage  of 
certain  statutes  might  have  intended  a  more  popular  signification  to  be  given 
to  that  term.    ♦    ♦    ♦ 

The  court,  referring  to  the  act  then  under  consideration,  said  (pp. 
313-314)  : 

We  are  of  opinion  that  the  word  "  officer  "  Is  used  in- that  statute  in  the  more 
general  sense,  which  would  Include  a  paymaster's  clerk,  and  while  we  do  not 
concede  that  a  paymaster's  clerk  is,  for  all  purposes  and  in  the  general  sense 
of  that  term,  an  officer  of  the  Navy,  we  believe  that  within  the  meaning  of  the 
statute  now  under  consideration,  providing  for  increase  of  pay  to  officers  of 
the  Navy  according  to  length  of  service,  that  it  was  the  purpose  of  the  framera 
of  that  act  to  include  service  rendered  as  a  paymaster's  clerk  in  the  Navy. 

As  to  whether  all  persons  having  permanent  employment  on  the 
Geological  Survey  may  be  designated  as  officers  is  simply  a  matter 
of  propriety  that  in  no  manner  affects  their  legal  status.  As  to  who 
are  oflacers  in  the  civil  service  of  the  United  States  in  a  strict  legal 
sense  can  only  be  determined  by  reference  to  the  particular  act  or  law 
by  which  their  duties,  liabilities,  privileges,  and  benefits  are  defined. 
Very  respectfully, 

F.  L.  Campbell, 
Assistant  Attorney-General. 
Approved  November  14, 1903. 

E.  A.  Hitchcock,  Secretary. 


OFFICE  HOUKS. 

Department  op  the  Interior, 

Washington^  January  5, 190J^ 

The  act  of  Congress  of  March  15, 1898,  provides  as  follows: 

That  ♦  ♦  ♦  it  shall  be  the  duty  of  the  heads  of  the  several  Executive  De- 
partments, in  the  interest  of  the  public  service,  to  require  of  all  clerks  and 
other  employees  of  whatever  grade  or  class,  in  their  respective  Departments, 
not  lees  than  seven  hours  of  labor  each  day,  except  Sundays  and  days  declared 
public  holidays  by  law  or  Executive  order:  Provided,  That  the  heads  of  the 
Departments  may,  by  special  order,  stating  the  reason,  further  extend  the  hours 
of  service  of  any  clerk  or  employee  in  their  Departments,  respectively ;  but  in 
case  of  extension  It  shall  be  without  additional  compensation. 

In  order  more  effectually  to  comply  with  the  above  provision  of 
law  it  is  hereby  ordered : 

1.  On  and  after  Monday,  January  11,  1904,  the  hours  of  labor  for 
all  clerks  and  other  employees  of  whatever  grade  or  class  in  this  De- 
partment, who  have  heretofore  been  employed  between  the  hours  of 
9  a.  m.  and  4  p.  m.,  will  be  from  9  a.  m.  to  4.30  p.  m.,  with  an  allow- 
ance of  one-half  hour  for  luncheon. 
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2.  The  foregoing  provision  will  apply  to  all  Saturdays  except  dm 
ing  the  months  or  July,  August,  and  September.  During  thoe 
months  the  hours  of  labor  on  Saturdays,  imless  otherwise  ordered 
will  be  from  9  a.  m.  to  1  p.  m.,  without  any  allowance  for  luncheoiL 

E.  A.  HrrcHCOCK,  Secretary. 


OPFICE  HOURS  IN  PENSION  AGENCIES. 

Department  op  the  Interior, 

Washington^  January  21^  190J^ 

Sir:  In  compliance  with  your  suggestion  of  the  13th  instant,  yoJ 
are  hereby  authorized  to  permit  pension  agencies  which  apply  fo 
such  permission  to  comply  with  I)epartment  order  of  the  8th  in 
stant,  requiring  seven  hours  of  labor  each  day,  by  working  froii 
8  a.  m.  to  4  p.  m.,  with  one  hour's  intermission  for  dinner. 

The  application  to  that  effect  from  the  pension  agent  at  Knoi 
ville,  Tenn.,  is  returned  herewith. 
Very  respectfully, 

E.  A.  Hitchcock,  Secretary. 

The  Commissioner  op  Pensions. 


employment  op  pield  assistants,  bodmen,  ghainmen,  plagmev, 
and  labobebs  in  the  geological  subvey. 

Department  of  the  Interior, 

United  States  Geological  Survey, 

Hereafter  only  graduates  of  technical  schools  or  those  who  hav 
had  special  experience  will  be  eligible  for  employment  as  field  assist 
ants  in  the  Geological  Survey. 

Persons  employed  as  rodmen,  chainmen,  and  flagmen,  or  in  an; 
capacity,  shall  be  not  less  than  20  nor  over  40  years  of  age  and,  i 
students  at  school  or  college,  must  agree  to  remain  with  the  Surve; 
until  the  close  of  the  field  season,  provided  their  services  are  satis 
factory. 

The  class  of  persons  grouped  under  the  general  term  of  laborers 
including  drivers,  packers,  and  cooks,  will  be  employed  during  th 
field  season  by  the  chiefs  of  parties  as  necessity  may  arise,  by  th 
day,  week,  or  month. 

All  the  employees  above  mentioned  will,  when  practicable,  b 
engaged  in  or  near  the  areas  under  survey,  and  they  must  presen 
themselves  at  the  field  outfitting  point  of  the  party  to  which  the; 
are  attached  and  will  be  discharged  at  the  end  of  the  field  seasor 
No  traveling  expenses  to  and  from  the  field  will  be  allowed.  Prei 
erence  will  be  given  to  applicants  from  States  in  which  the  wor] 
is  to  be  done. 

Chas.  D.  Walcott,  Director. 

Approved  April  9, 1904. 

Thos  Ryan, 

Acting  Secretary  of  the  Interior. 
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style  ov  letters  to  the  leebiseht.  ' 

Depabtment  of  the  Iktehior, 

Waakinfftcmy  May  25, 1904. 
To  chiefs  of  divisions,  Office  of  the  Secretary: 

Hereafter  in  letters  to  the  President  the  address  placed  at  the  be- 
ginning of  the  tetter  will  be  *'  Tlie  President,"  without  the  use  of  the 
word  "  Sir,"  as  in  other  correspondence ;  and  the  letter  will  conclude 
with  "  Very  respectfully,"  immediately  preceding  tha  official  signa- 
ture. 
By  direction  of  the  Acting  Secretary. 

Edwabd  M.  Dawson, 

Chief  Clerk: 


legal  holidays  ik  states. 

Department  of  the  Ikteriob, 
Office  of  the  Assistant  Attorney -General, 

Washington,  June  6,  l90i. 
The  Secretary  of  the  Interior. 

Sir:  Bj'  informal  reference  of  a  communication  addi'essed  to  you 
by  the  Commissioner  of  Pensions,  I  am  requested  to  submit  an  opin- 
ion whether  the  law  authorizes  the  closing  of  Federal  offices  located 
in  the  several  States  on  days  set  apart  as  public  holidays  by  the  law 
of  such  States. 

The  question  arose  upon  a  letter  from  the  United  States  pension 
agent  at  Philadelphia,  Pa.,  to  the  Commissioner  of  Pensions,  wherein 
it  was  represented  that  erery  Saturday  after  twelve  o'clock  noon  is 
a  legal  holiday  in  that  State;  that  at  such  time  all  general  business 
is  practically  suspended,  and,  in  view  of  special  circumstances  sur- 
rounding the  work  of  the  agency  which  will  not  permit  the  clerks 
to  get  the  full  benefit  of  departmental  order  of  January  8, 1904,  regu- 
Uting  the  office  hours  of  clerks  in  the  Interior  Department  and  its 
bureaus,  it  was  request^^d  that  said  agent  be  permitted  to  exercise  his 
discretion  in  granting  Saturday  half  holidays  throughout  the  whole 
year,  when  the  public  interest  will  permit. 

The  question  presented  involves  coiisi deration  of  section  7  of  the 
»ctof  March  15,  1898  (30  Stat.  L.,  217,  316),  the  material  part  of 
*hich  is  as  follows: 

Sic.  7.  That  eectlon  five  of  the  act  mflklnj;  npproprlntlons  for  the  iPElslntlve, 
^^nitlre,  and  judicial  expenses,  approved  March  tlilrd,  clglit««n  hundred  and 
WhpIj-. three.  Is  hereby  amended  to  rend  as  follows : 

"  Hereafter  It  shall  be  the  doty  oC  the  heads  of  the  several  Executive  Depart- 
■"Mts,  In  the  Interest  of  the  public  service,  to  roqalre  of  all  clerks  and  other 
Bnployeea  of  whatever  RTflde  or  closa.  !n  thofr  resjKK'tlve  Depnrttnents.  not  less 
than  seyea  hours  of  labor  each  day.  except  Sundays  and  days  declared  public 
'olldays  by  law  or  Executive  order ; 

"ft-OFidcd,  That  the  heads  of  the  Departments  may,  by  special  order,  stating 
tbe  reason,  further  extend  the  bourn  of  any  clerk  or  eniplnyee  In  their  Depart- 
loeots,  respectively,  hut  in  case  of  ao  extension  it  shall  be  without  additloaal 
ompeasatlon ;    "    •    •." 

a  Doc.  396,  69-2,  pt  1 6 
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This  act  includes  within  its  provisions  all  clerks  and  other  oia- 
ployees  of  the  Executive  Departments  of  the  Government  of  whttb- 
ever  grade  or  class,  whether  engaged  in  work  at  the  seat  of  govern- 
ment or  elsewhere,  and  such  clerks  or  employees  whose  duties  ara 
performed  at  a  place  other  than  the  seat  of  government  are  as  mudi 
subject  to  the  provisions  of  the  act  and  as  much  entitled  to  its  beau»- 
fits  as  one  whose  duties  are  performed  in  Washington.  See  Attorney- 
General's  Opinion  of  May  11,  1898  (22  Opins.  Atty.  Gen.,  77,  81). 
This  being  true,  it  follows  that  Government  clerks  and  employees 
located  in  Hie  several  States  are  required  to  perform  ^^  not  less  man 
seven  hours  of  labor  each  day,  except  Sundays  and  days  declared 
public  holidays  by  law  or  Executive  order,"  and  it  becomes  necessary 
to  determine  the  meaning  of  the  excepting  clause,  in  the  legidation 
above  quoted,  especially  what  is  meant  by  the  phrase  ^^  days  declared 
public  holidays  by  law  or  Executive  wder." 

The  Congress  of  the  United  States  has  not  at  any  time,  by  general 
law  or  by  one  relating  specially  to  the  Executive  Departments,  created 
or  recognized  any  specific  annual  public  holiday.  The  phrase  "  days 
declared  public  hohdays  by  law  or  Executive  order  "  must  therefore 
necessarily  mean  such  days  as  are  set  apart  as  holidays  by  the  legis- 
lative or  executive  authority  of  the  State  or  district  in  which  the 
clerk  or  employee  may  happen  to  be  located.  In  the  District  of 
Columbia  Congress,  in  the  exercise  of  its  exclusive  jurisdiction,  has 
set  apart  certain  days  as  holidays.  So  in  the  several  States  the 
legislatures  thereof  have  set  apart  certain  days  as  holidays  within 
their  respective  jurisdictions.  These  laws  are  not  uniform,  and  it 
would  be  unreasonable  to  say  that,  because  a  certain  day  has  been 
declared  a  public  holiday  in  the  District  of  Columbia,  it  may  be 
observed  as  such  by  a  Government  employee  in  a  State  which  does 
not  recognize  that  day  as  a  public  holiday.  On  the  other  hand,  it 
would  to  my  mind  be  equally  unreasonable  to  say  that  a  day  declared 
to  be  a  public  holiday  by  the  law  of  any  such  State  may  not  be 
observed  by  a  Government  employee  located  therein  because  such 
day  may  not  happen  to  be  a  holiday  in  the  District  of  Columbia. 

The  unwisdom  of  a  different  policy  is  apparent.  To  require  the 
Federal  business  to  proceed  in  a  jurisdiction  where  all  other  business 
is  at  a  standstill  because  it  is  a  legal  holiday,  or  to  have  sudi  business 
stop  when  all  other  business  in  that  juriscliction  is  going  on,  would 
necessarily  interfere  with  the  orderly  transaction  of  the  pubuc  busi- 
ness. 

It  does  not  follow,  however,  that  Government  employees  may  not 
be  required  to  perform  service  on  a  holiday.  Unless  me  law  prohibits 
labor,  the  rule  is  that  a  person  may  or  may  not  work  on  a  holiday  at 
his  option.  This  rule  is  modified  by  considerations  of  public  policy, 
one  of  which  is  that  clerks  and  other  employees  of  the  Government 
may  be  required  to  perform  service  on  a  holiday  when,  in  the  judg- 
ment of  the  head  of  a  Department,  the  interests  of  the  public  service 
demand  it,  but  it  would  seem  that  in  view  of  the  provisions  of  the  act 
of  March  15,  1898,  supra,  this  can  be  done  only  by  special  order 
stating  the  reason  thereior.  ( See  opinion  of  Acting  Attorney-G^eral 
McReynolds,  dated  August  15,  1903.) 
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I  advise  you  that  the  law  authorizes  the  closing  of  Federal  offices 
located  in  tiie  several  States  on  all  days  declared  holidays  by  the  law 
of  the  State  in  which  the  office  is  located,  and  that  employees  in  such 
offices  ^ould  not  be  required  to  perform  services  on  such  days  unless 
the  state  of  the  public  business  demands  it. 
Very  respectfully, 

Frank  L.  Campbell, 

Assistant  Attorney- General. 
Approved  June  6, 1904.  * 

E.  A.  Hitchcock,  Secretary. 


SUBOEDINATE  EICPLOTEE  TO  REPORT  DISHONESTY  OR  XALFEA8AHCE  07 

SUPERIOR. 

Department  of  the  Interior, 

Washington^  June  17^  1904. 

Sir:  I  have  received  your  letter  of  the  6th  instant,  inquiring 
whether,  in  the  opinion  of  the  Department,  it  is  the  duty  of  an 
employee  to  report  any  dishonesty  m  rendering  accounts  or  other- 
wise on  the  part  of  a  sui)erior  officer  which  mav  have  come  to  the 
subordinate's  knowledge  in  the  performance  oi  his  official  duties. 
You  state  that  some  persons  with  whom  you  have  discussed  this  ques- 
tion think  the  subordinate  ought  to  give  information  and  take  such 
action  as  would  lead  to  an  investigation,  while  others  hold  that  he 
should  say  nothing. 

I  do  not  hesitate  to  express  the  opinion  that  a  subordinate  employee 
should  promptly  report  to  the  head  of  the  bureau  to  which  he  belongs 
any  disnonesty  or  malfeasance  in  office  on  the  part  of  his  superiors 
which  may  come  to  his  knowledge,  unless  he  wishes  to  be  considered 
as  participating  in  or  condoning  such  practices. 
Very  respectfully, 

E.  A.  Hitchcock,  Secretary. 

Mr.  George  L.  Read, 

1651  East  Eleventh  street^  Portland^  Oreg. 


nrsTRvcnoNS  to  special  agents,  general  land  officb. 

Circular.]  Department  of  the  Interior, 

General  Land  Office, 
Washington,  D.  C,  July  20,  1904. 

^0  Special  Agents,  General  Land  Office : 

For  the  purpose  of  securing  a  more  efficient  administration  of  the 
law  under  which  the  special  agents  of  this  office  are  appointed,  it  is 
hereby  ordered : 

1.  The  States  and  Territories  containing  public  lands  are  arranged 
into  nine  districts,  each  district  to  be  designated  by  a  number  as  indi- 
cated in  the  following  table : 

2.  A  special  agent,  to  be  known  as  the  "  special  agent  in  charge," 
shall  be  aesignated  by  this  office  for  each  district 
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assignment  of  agents  as 
;    (d)  he  will  submit  to  this  office  all  quest 
odification  of  the  rules  now  governing  s\ 
in  all  matters  relating  to  the  work  and  cot 
s  district,  use  good  judgment  and  discretion 
jration  may  be  secured  in  the  entire  field  f 
Lay  visit  the  several  agents  in  his  district 
ment  the  interests  of  the  service  require;  h 
ler  in  which  their  work  in  the  field  is  perfi 
d  thereof  is  kept,  as  required  by  the  rules; 
Lgents  in  their  official  duties  whenever  suffi- 
own  to  exist;  he  will  refer  all  work  comini 
to  the  special  agent  in  the  territory  where  tl 
ted. 

The  special  agents  (a)  will  give  proper  res 
e  instructions  of  the  special  agent  in  chargi 
latters  in  any  way  pertaining  to  the  proper  p 
d  duties;    (h)  they  will  open  their  records 
gent  in  charge  whenever  requested  to  do  so; 
ill  requests  for  instructions  to  the  special  agei 
of  disagreement  therein  the  matter  will  be  re 
proper  consideration  and  action;    (d)  they 
xisting  rules  and  regulations  governing  tlieir 
directed  by  this  office  through  the  special  a^ 
pecial  agents  will  submit  their  reports  of  ti 
office,  notifying  the  special  agent  in  charge  of 
where  the  same  is  requested  by  such  agent, 
;    (/)  they  will  accept  any  work  assigned  t 
b  in  charge  and  take  proper  action  thereon 
pt,  giving  preference  to  matters  made  special 
al  agent  in  charge;    (fji)  they  will  follow  the 
al  a^ent  in  charge  with  respect  to  the  mar 
official  duties  when  such  instrnftior.e  « • 


GENERAL  REGUIATIONS   OP  THE  DEPARTMENT.  85 

6.  The  work  of  the  special  agent  being  confidential  in  character 
ttiust  be  treated  as  such  oy  all  employees  of  this  office,  and  no  infor- 
iiiation  pertaining  thereto  or  any  proceeding  thereon  shall  be  made 
public  except  by  permission  of  this  office. 

7.  As  above  stated,  the  special  agent  in  charge  will  also  be  as- 
signed to  the  work  in  a  specified  territory,  which  will  be  at  a  place  in 
his  district,  accessible  to  all  the  agents  in  that  district;  the  assign- 
ment will  be  made  \vhen  the  special  agent  in  charge  is  designated  to 
take  charge  of  his  district* 

8.  To  enable  the  special  agent  in  charge  of  a  district  to  properly 
transact  the  work  with  respect  to  other  special  agents  in  that  district, 
as  herein  provided  for,  he  will  be  allowed  a  male  clerk,  who  shall  be  a 
stenograpner  and  typewriter,  which  clerk  shall  be  certified  by  the 
United  States  Civil  Service  Commission,  at  a  salary  of  not  exceeding 
$1,000  per  annum. 

9.  The  headquarters  of  the  special  agent  in  charge  will  be  situated 
at  a  United  States  land  office,  where  suitable  quarters  will  be  pro- 
vided for  the  clerk  to  such  special  agent. 

10.  The  duties  of  the  clerk  will  consist  of  (a)  keeping  a  record  of 
all  matters  with  relation  to  the  work  of  the  special  agents  in  the 
district  for  which  he  is  appointed;  (6)  he  shall  perform  no  duty  re- 
quiring the  service  of  a  special  agent,  except  that  he  may  be  used  as 
a  witness  in  any  case  in  which  service  is  required  within  the  limits  of 
the  district  for  which  he  was  appointed;  {c)  he  shall  not,  however, 
except  in  cases  of  emergency,  be  allowed  to  incur  any  expense  unless 
authorized  by  this  office. 

11.  (a)  The  clerk  shall  keep  a  complete  register  of  all  matters  com- 
ing before  him  in  the  line  of  his  duties;  (6)  the  date  of  the  receipt 
of  any  letter  or  other  communication  must  be  noted  on  the  latter  and 
registered  in  the  order  of  its  receipt,  with  the  date  of  the  letter,  from 
whom  received,  the  subject-matter,  and  the  action  taken  thereon;  (c) 
all  matters  registered  must  be  properly  indexed;  (d)  a  complete 
press  cony,  also  properlv  indexed,  must  be  kept  of  every  letter  written 
in  his  office ;  (e)  suitable  files  must  be  provided  for  keeping  all  papers 
retained  in  his  office. 

12.  The  records  of  the  clerk  to  the  special  agent  in  charge  must  be 
kept  entirely  separate  and  apart  from  the  record  of  the  work  per- 
fonned  by  tlie  special  agent  in  charge  in  the  territory  to  which  he  is 
assigned,  the  record  of  which  work  must  be  kept  in  the  manner  pro- 
vided for  under  existing  rules. 

13.  The  special  agent  assigned  to  a  district,  as  herein  provided  for, 
will  be  allowed  $1,500  per  annum,  with  $3  per  day  in  lieu  of  sub- 
rfstence.  This  appointment  as  special  agent  in  charge  shall  be  for 
the  probationary  period  of  six  months  from  the  date  thereof. 
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15.  The  districts  are  arranged  as  follows : 
First  district Washington. 


Second  district Oregon. 

Third  district. ICalifornia, 

INevada. 

Fourth  district..  JJ;?^^,^' 

IMontana. 


Fifth  district 


Sixth  district. 


Colorado, 
Utah, 
Kansas, 
Oklahoma. 


(Arizona, 
"INew  Mexico. 


Very  respectfully, 


Seventh  district.  _ 


Eighth  district.. 


Ninth  district 


North  Dakota 

South  Dakotf 
Wyoming, 

Nebraska. 

Minnesota, 
Wisconsin, 
Michigan. 

Mississippi, 

Alabama, 

Florida, 

Louisiana, 

Missouri, 

Arkansas. 


Approved : 

E.  A.  Hitchcock,  Secretary, 


W.  A.  Richards,  Commtssioner, 


BILLS  OF  LADING  AND  TBANSPOBTATION  BEQITESTS. 

Department  of  the  Interior, 

Washington,  D.  C,  October  22, 1904. 

1.  All  bills  of  lading  and  transportation  r^uests  issud  by  the  Dc 
partment  of  the  Interior,  its  bureaus,  and  offices  shall  be  numbere* 
serially  or  in  such  other  manner  as  to  admit  of  immediate  identi£ 
cation,  no  two  such  requests  or  bills  to  bear  the  same  number. 

2.  Except  when  shipments  are  made  over  bond-aided  roads  one  bil 
of  lading  shall  cover  the  entire  shipment  from  starting  point  to  fina 
destination,  and  the  same  rule  shall  apply  to  requests  for  transpoi 
tation  of  passengers  by  all-rail  routes. 

3.  Bills  of  lading  shall  in  all  cases  be  made  payable  to  the  last  cai 
rier  and  shall  be  handled  throughout  in  a  manner  similar  to  that  fol 
lowed  in  ordinary  commercial  usage.  Original  bill  of  lading  whe 
receipted  by  the  carrier  shall  be  forwarded  by  the  shipper  to  me  cob 
signee,  who,  upon  receipt  of  shipment,  will  accomplish  and  surr^fide 
it  to  the  carrier  from  whom  he  receives  the  goods.  The  original,  o 
any  other  of  the  set  bills,  when  duly  accomplished  by  the  consigne* 
shall  be  received  as  evidence  that  the  shipment  was  made  as  chargec 
the  vouchers  (except  in  case  of  shipments  abroad)  to  be  preparea  b 
the  officer  making  the  shipment,  care  being  taken  to  prevent  the  pos 
sibility  of  duplicating  payments. 

4.  AH  account  for  passenger  and  freight  transportation  should  b 
forwarded  by  the  transportation  company  furnishing  the  same  to  th 
bureau  or  omce  of  the  Department  of  the  Interior  ordering  or  authoi 
izing  the  expenditure. 

E.  A.  Hitchcock,  Secretary. 
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OOLIZOnOV  OF  BZLU  AQADfBT  EKFLOTXIS. 

DBPASnCENT  OF  THX  Il«TERIOB, 

Washington^  December  1^^  1904. 
Gentlzbcen  :  In  reply  to  your  request  of  the  12th  instant  to  asast 

Jou  in  coUectine  a  claim  of  debt  for  $17.50,  by  Saks  &  Co.,  against 
Crs.  MaiT  Q.  Oyster,  of  the  Gieneral  Land  Office,  you  are  informed 
that  this  Department  does  not  undertake  to  aid  attorneys  in  the  col- 
lection of  bills  against  ite  employees  or  to  settle  controversiee  grow- 
ing out  of  contracts  with  them. 

Very  respectfully,  Thos.  Rtan, 

First  Assistant  Secretary. 
The  Blakkskshif  Law  and  Comhercul  Co., 

Colorado  BuUding^  Washington,  D.  C. 


HOTABIAL  CEABOEl  BT  KOTABIZfl  FTTBLIO  WHO  ABE   00VXBH1CEST 


Order.]  Depabtment  of  tsb  Interioh, 

Washington,  D.  C,  JavMory  6, 1906. 

By  direction  of  the  President: 

It  is  hereby  ordered  that  hereafter  no  officer,  clerk,  or  employee  in 
the  executive  service  of  the  Government,  who  is  also  a  notary  pub- 
lic, shall  charge  or  receive  any  compensation  whatever  for  performing 
any  notarial  act  for  an  officer,  cleric,  or  employee  of  the  Uovemm^it 
in  his  official  capacity,  or  in  any  matter  in  which  the  Government  is 
interested,  or  for  any  person  when,  in  the  case  of  such  person,  the  act 
is  performed  during  the  hours  of  such  notary's  service  to  the  Grovem- 
ment.  Disobedience  of  this  order  shall  be  ground  for  immediate  dis- 
missal from  the  service. 

E.  A.  Hetchcock,  Secretary, 


Defabtment  of  the  Intebior, 

Washington,  D.  G.,*April  7, 1905. 
On  March  31,  1905,  the  President  directed  the  amendment  of  the 
above  by  adding  at  the  end  thereof  the  following  paragraph : 

This  order  shall  not  apply  to  oaths  of  disinterestedness,  or  other 
oaths  required  to  be  made  oy  law,  provided  that  the  work  m  connec- 
tion therewith  is  not  performed  during  office  lioiifs. 

E.  A.  HrrcHCOCK,  Secretary, 


Circular.]  Department  of  the  Intebiob, 

Washington,  D.  C,  March  IS,  1905. 
The  following  extract  from  "An  act  making  appropriations  to  sup- 
ply deficiencies  in  the  appropriations  for  the  fiscal  year  ending  June 
thirtieth,  nineteen  hundred  and  five,  and  for  prior  years,  and  for 


ntlirr  purrii 
lisiif-J  fur 
purt  merit.. 


IIUIATIONS.  PEPABTMENT   OP   ISTHnlOR, 


'  (approved  March  3,  1905,  Public  "No.  SIT),  is  fiob- 
iiifitniLation   and  guidance  of  officois   of   this  Pc- 


iirry-slx  hundred  nml  BOTnnty'iiluc  of  the  HctI*«1  Sut 
I-  liiTcby  amond^  M  rend  an  follows; 

tu  <.>r  ihp  OuvemiiK-ut  8hiill  expend.  la  say  uoe  0*ral 

~  '>i   n[iproprlittluDii  uindi*  br  Cunik'cvw  far  ttmt  Ibcal 

,  .niiiioot  In  any  contrnct  or  oblltnitlna  for  Uio  lumn 

\<<.-»4  of  audi  uppropriattons  unices  sucli  cnntrart  m 

hy  luw.    Nor  tihull  flay  Di-partmoal  or  oaicvr  of  llw 

i:t!irj'  wrvtro  for  the  OnrnmoiMit  or  niiiiloy  pprsoiml 

iiilliorliod  by  law,  exreipt  lu  oniws  of  snildoa  enif-rsi'tirr 

iiiii  life  or  Uu)  UertruL-Uou  of  property.     All  biiih-^itm- 

iii  i!XpciisG«  or  ntlivr  gitncrnl  purpueet>.  pxit-in   H|>pri>- 

iimilinent  of  pontriift  otiUgntlons  pxprpmily  mit in -rii'tl 

■'luired  or  auUiurlBwl  by  law  wUliout  ri^ferem*  tu  itic 

ir-iiittil  tiii^rufor,  •UaJl,  oa  or  liefore  the  lM>)c>autiic  of 

:  "1  iiiiKMl  by  mouthly  or  otiinr  nlloHnfuitii  an  to  prevcnl 

I    |i"i'tloQ  ot  tbe  year  tbat  may  require  doQclt-Qtr  or 

(ii  complete  tbe  Mt-rvU^e  of  the  flw^iil  year:  and  al! 

;:  !"■  iidberM  to  excvpt  whpn  wulved  or  niodlUnl  in 

in  order  of  tbe  head  of  the  BxNrtilive  l>ppnrtninnt 

I  ii'll'^limoat  havtog  control  of  tbe  ozpcDdlturc  but 

<   I'ly  to  tbe  coQtiiigi'^t  nppropriutlouE  nf  the  Scmlt 

f^:  and  all  Hui-h  walvrr^  or  modlttfntlona,  tosethei 

II  K'  commiuilmtefl  to  Coneivss  In  coUDO-tlon  nlU> 

III  npuniprtatloQd  r»<]iilnHl  un  avcuunt  tIi«r(;oi.    Aiv 

~iim  of  this  eectlon  nIiuII  bi'^  ninuanrllir  ranioveil  froiu 

.i-lh'il  liy  II  flTiH  iif  not  low  Ihnn  iini?  hundred  dollannr 


i;. 


crclUf 
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i^equisition  that  the  proposed  publication  has  to  do  with  the  ordinary 
business  transactions  or  said  bureau  or  office,  and  if  any  illustration, 
engraving,  or  photograph  is  to  be  included  in  such  publication,  it 
must  be  further  certifiea  that  such  illustration,  engraving,  or  photo- 

fraph  is  necessary  and  relates  entirely  to  the  transaction  of  the  public 
usiness. 

E.  A.  Hitchcock,  Secretary. 


SPECIAL  INSTRUCTIONS  TO  STTRVETORS-OENERAL. 

[Amending  circular  of  July  7,  1900.] 

Circular.]  Department  of  the  Interior, 

*'A"  General  I^and  Office, 

Washington^  I).  6'.,  April  14^  1905. 

To  the  United  States  Surveyors- General. 

Genti.emen  :  In  the  discharge  of  their  official  duties  and  in  their 
administration  of  their  respective  offices,  surveyors-general  will 
observe  the  following  rules  in  the  matters  to  which  they  relate : 

1.  The  surveyor-general  may  prescribe  the  hours  necessary  to  carry 
on  the  business  of  the  office,  but  the  office  must  be  open  for  public 
business  at  9  o'clock  a.  m.  and  kept  open  for  such  purpose  continu- 
ouslv  until  4.30  o'clock  each  dav,  except  Sundavs  and  aays  declared 
holidays  by  law  or  by  Executive  order.  One-half  hour  will  be 
allowed  for  lunch. 

2.  Surveyors-general  must  not  absent  themselves  from  their  re- 
sjx^ctive  omce^,  and  they  are  required  to  remain  on  duty  during  the 
prescribed  hours  for  official  business  every  day,  unless  leave  of 
absence  has  been  previously  obtained. 

3.  Surveyors-general  are  required  to  keep  an  accurate  record  of 
the  attendance  of  clerks,  showing  the  time  al)sent  from  the  office,  and 
whether  the  time  absent  is  on  account  of  annual  leave,  leave  without 
pay,  on  account  of  sickness,  or  without  leave,  which  should  be  duly 
reported  to  this  Office  at  the  close  of  each  month  in  which  absences 
occur.  All  applications  for  annual  leave  of  more  than  one  day,  and 
all  for  sick  leave  or  leave  without  pay,  no  matter  how  short  the 
period  may  be,  must  be  promptly  forwarded  with  the  surveyor- 
^eneral's  recommendations.  Clerks  must  be  i-lRquired  to  perform  at 
least  seven  hours'  work  each  business  day.  This  is  the  minimum 
service,  and  the  hours  of  serriee  may  he  increased  at  any  time  when^ 
in  the  judgment  of  the  surveyor-general,  such  a  course  is  necessary 
for  the  prompt  transaction  of  the  public  business. 

4.  Separate  requisitions  for  stationery,  blanks,  and  supplies  neces- 
sary to  the  business  of  the  office  for  six  months  must  be  forwarded  by 
the' surveyor-general  in  January  and  July,  making  separate  requisi- 
tion for  articles  to  be  used  in  connection  with  surveys  of  public  lands 
and  for  those  to  be  used  in  connection  with  mineral  surveys,  and 
Indian  surveys,  should  there  be  an  appropriation  for  the  same. 

5.  All  estimates  and  recommendations  for  expenditures  submitted 
by  surveyors-general  must  l)e  prepared  with  strict  regard  to  economy 
and  the  interests  of  the  public  service. 
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6.  Moneys   advanced   to  the   surveyor-general   for  disbursement 
should  be  deposited  by  him  in  a  designated  depository. 

7.  Surveyors-general   are  required  to  render  quarterly   acconnt*^  ~^ 
promptly  at  the  end  of  each  quarter  under  the  several  annual  appro-  -*• 

priations  from  which  advances  may  be  made  to  them  as  special  dis ^ 

bursing  agents,  and  in  accordance  with  the  provisions  of  circulai 
approved  June  8,  1900,  so  far  as  they  relate  to  accounts  of  receivei 
01  public  moneys  acting  as  special  disbursing  agents,  amended  b] 
instructions  from  the  Auditor,  dated  October  21,  1904,  as  follows : 

Yon  are  informed  that  hereafter  aU  your  disbursing  accoontB  will  be  setti' 
quarterly-yearly  and  by  one  certificate  of  settlement    You  are  requested, 
fore,  to  transmit  all  such  accounts  to  the  proper  admlnistratlye  officer  at 
same  time  and  to  have  them  prepared  with  a  view  to  their  consolidation  an 
adjustment  here  by  a  single  certificate  of  settlement 

Your   attention   is   particularly    invited  to  the   necessity   of   limiting   you 
expenditures  to  the  amount  advapced  to  you  from  the  appropriation  chargeabl 
and  subject  to  your  cheolc  at  the  time  drawn,  for  the  reason  that  disbursemen 
in  excess  of  the  sums  advanced  to  you  from  the  particular  appropriation  to 
charged  and  actually  available  at  the  time  payments  are  made  are  unauthor! 
and  can  not  lawfully  be  credited  here  in  the  settlement  of  your  accounts. 

8.  The  gross  receipts  from  sales  of  Government  property,  undei 
sections  3617  and  3618,  Revised  Statutes,  must  be  promptly  deposited. 


in  a  designated  depository  to  the  credit  of  the  United  States  and 

proper  account  rendered  therefor  at  the  end  of  the  quarter,  and  the^= 

surveyor-general  will  cause  a  concise  statement  of  the  property  sold 

to  be  rendered  on  the  back  of  the  certificates  of  deposit. 

9.  Surveyors-general  are  required  to  carefully  abstain  from  favor- 
itism in  the  matter  of  advancing  the  preparation  of  returns  for  this- 
Office,  Returns  must  be  given  attention  in  the  order  of  their  recep- 
tion, and  clerks  must  undei'stand  that  they  can  not  be  allowed  to 
work  extra  hours  for  pay  in  order  to  give  an  advantage  to  one  deputy 
over  another  in  the  transmission  of  returns  to  this  Office. 

10.  Under  circular  of  October  13,  1886  (5  L.  D.,  190),  surveyors- 
general  are  permitted  to  furnish  certified  copies  of  field  notes,  plats, 
and  other  papers  from  their  records  and  to  charge  therefor  such 
fees  as  are  allowed  by  law  to  registers  and  receivers  or  to  public 
officials  in  the  State  or  Territory  for  like  service,  not  exceeding  the 
fees  prescril)ed  for  registers  and  receivers,  provided  that  such  serv- 
ices are  not  performed  in  office  hours  by  clerks  paid  by  the  United 
States,  nor  the  Government  stationery  or  supplies  used  in  connection 
therewith,  nor  to  the  impairment  ol  the  efficiency  of  the  force  for 
the  regular  business  of  the  office.  The  services  of  clerks  during  office 
hours  must  be  confined  to  the  regular  business  of  the  office.  This 
rule  applies  with  equal  force  to  clerks  employed  on  public  or  mineral 
surveys,  and  the  surveyor-general  must  not  require  clerks  or  other 
employees  of  the  office  to  prepare  such  copies  or  transcripts  out  of 
office  hours  without  paying  them  for  such  services  at  their  regular 
rate  of  compensation,  not  to  exceed  the  fees  he  is  authorized  to  collect. 

11.  Plats  and  field  notes  of  accepted  surveys  are,  in  the  office  of  a 
surveyor-general,  public  records  and  subject  to  examination  under 
the  niles  laid  down  by  the  Department  November  25,  1898  (27  L.  D,, 
625),  relative  to  the  records  in  the  district  land  offices. 

12.  Surveyors-general,    upon   taking   charge   of   tJieir  respective 
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offices,  will  execute  duplicate  receipts  to  their  predecessors,  specific- 
ally enumerating  each  article  of  (jovemment  property  turned  over 
to  them  and  transmit  one  of  said  receipts  to  this  Office.  Each  sur- 
veyor-general will  stand  charged  with  all  such  articles  turned  over 
to  him  and  with  all  additional  articles  of  Government  property  with 
which  his  office  may  be  supplied  or  which  may  be  placed  in  his  care. 
At  the  close  of  each  calendar  year  he  must  render  to  this  officce  an 
itemized  statement  accounting  for  each  article  with  which  he  is 
chargeable. 

Very  respectfully,  J.  H.  Fimple, 

Acting  Commiasioner, 
Approved  April  14, 1905. 

E.  A.  Hitchcock,  Secretary. 


WHETHER  OPFICE  IS  TO  BE  CLOSED  SATUKDAT  HALP  HOUDAT  BT 

STATE  LAW. 

Mat  19,  1905. 
The  Commissioner  of  the  General  Land  Office. 

Sir:  In  vour  letter  of  the  29th  ultimo  you  cite  an  opinion  of  the 
Assistant  Attorney-General  of  tliis  Department,  of  June  6,  1904,  to 
the  effect  that  in  the  act  of  Congress  of  March  15,  1898,  prescribing 
the  hours  of  labor  in  the  Government  o£Sces,  the  phrase  "  days  de- 
clared public  holidays  by  law  or  Executive  order  '^  must  necessarily 
mean  such  days  as  are  set  apart  as  holidays  by  the  legislative  or 
executive  authority  of  the  State  or  district  in  which  the  offices  are 
located,  and  that  employees  in  such  offices  should  not  be  required  to 
perform  services  on  such  days  unless  the  state  of  the  public  business 
demands  it. 

In  view  of  this  decision  you  ask  whether  the  local  office  or  the 
General  Land  Office  shall  decide  respecting  the  state  of  public  busi- 
ness and  determine  whether  the  services  of  employees  in  such  local 
office  are  needed  upon  the  holidays  referred  to. 

In  reply  I  have  to  say  that  the  determination  of  this  question 
should  fie  with  the  Commissioner  of  the  General  Land  Office,  upon 
such  report  or  information  as  may  be  furnished  him  by  the  local 
officials. 

Very  respectfully,  E.  A.  Hitchcock, 

Secretary, 


ezaiohatioh  of  bounty  land  warrants  and  scrip  restricted  to 

authorized  attorneys. 

Order.]  General  Land  Office,  May  19^  1906. 

By  virtue  of  the  authority  granted  by  section  454  of  the  Revised 
Statutes  and  on  account  of  the  value  of  the  records  and  the  danger  of 
loss,  it  is  hereby  ordered  that  hereafter  no  one  except  employees  of 
this  Office,  properly  assigned  to  such  work,  will  be  allowed  to  examine 
any  of  the  papers  or  records  relating  to  military  bounty  land  war- 
rants, or  revolutionary  bounty  land  warrants,  or  scrip  issued  under 


^^•ACAl.    • 


Department 

Waahmgtai 

The  attention  of  the  heads  of  bureaus  ar 
iient  is  called  to  constant  increase  in  the  e 
)inding,  stationery,  and  various  office  suppi 
lereafter  all  requisitions  for  supplies  be  verj 
he  quantities  reduced  as  much  as  possible  bel 
'orwarded  to  this  Department. 

It  is  believed  that  with  care  a  great  redact 
ixpense  for  supplies  in  each  of  the* several  cla 
nent  to  the  service. 

It  is  found  that  the  expense  for  the  one  ite. 
)ecome  very  large,  especially  on  account  of  inc 
iconomy  must  be  observed  in  the  use  of  them  i 
titutes  used  whenever  possible. 

E.  A.  Hi 


8TTPEKIHTENBENCE  OF  PENSION  OPFICl 

^rder.]  Bureau  of  Pensions, 

1.  The  superintendent  of  the  building  will  ha 
)f  the  Pension  building,  and  have  charge  of  mi 
)f  the  same  under  the  direction  of  the  chief  clei 
X  officio  superintendent  of  the  building  of  the  ] 

2.  The  superintendent  of  the  building  will  ha 
)f  the  engineers,  firemen,  watchmen,  cabinetn 
>onters,  laborers  (not  otherwise  assigned),  chf 
:il)orers;  enforce  the  rules  and  regulations  gov 
l)ove  enumerated,  and  such  changes  in  assigi 
rom  duty  as  the  exigencies  and  best  interests 
r([uire. 

^.  He  will  have  ch nrnr.^  -^^ 
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to  the  Commissioner  all  matters  requirinff  the  attention,  action,  or 
approval  of  the  Commissioner,  and  consult  with  the  chief  clerk  in 
relation  to  all  matters  of  mere  routine. 

So  much  of  Order  No.  2,  approved  September  9, 1901,  as  is  in  con- 
flict with  this  order  is  hereby  revoked. 

V.  Warner. 
Approved : 

Thos.  Ryan,  Acting  Secretary. 


POLICY  AS  TO  LOAN  ASSOCIATIONS. 

September  25, 1905. 
The  Commissioner  of  Pensions. 

Sir:  I  acknowledge  the  receipt  of  your  letter  of  the  21st  instant, 
from  which  it  appears  that  Mr.  George  H.  Getz,  an  employee  of  your 
office,  has  been  doing  business  within  the  Pension  Bureau  and  during 
oflBce  hours  as  agent  for  an  association  for  lending  money,  and  that 
on  being  called  upon  by  you  for  a  statement  on  the  subject  he  alleges 
that  he  has  been  reliably  informed  that  associations  of  the  kind  rep- 
resented by  him  have  "  been  approved  by  the  officials  of  the  several 
Departments  of  the  Government."    You  request  information  as  to 
whether  this  Department  has  ever  approved  the  practice  referred  to. 
In  reply  I  have  to  state  that  the  Department  has  never  given  its 
approvju  to  anything  of  the  kind  nor  taken  any  action  that  could  be 
construed  as  favoring  the  business  of  loan  associations.    On  the  con- 
trary, the  transaction  of  such  business  with  employees  of  the  Depart- 
ment has  been  discouraged  and  prevented  in  every  way  possible,  to 
the  extent  of  refusing  to  admit  to  the  Department  buildings  persons 
known  to  be  engaged  in  lending  money. 

I  concur  in  your  opinion  that  the  business  referred  to  should  not 
be  allowed  to  continue,  and  approve  your  determination  to  at  once 
put  a  stop  to  it  in  your  Bureau. 

Very  respectfully,  Tiios.  Ryan, 

Acting  Secretary. 


A8SISTIH0  PERSONS  TO  PREPARE  FOR  CIVIL-SERVICE  EXAMINATIONS. 

[Department  of  the  Interior  reprint] 

EXECUTIVE   ORDER. 

No  officer  or  employee  of  the  Government  shall,  directly  or  indi- 
rectly, instruct  or  oe  concerned  in  anv  manner  in  the  instruction  of 
any  person  or  classes  of  persons,  with  a  view  to  their  special  prep- 
aration for  the  examinations  of  the  United  States  Civil  Service 
Commission. 

The  fact  that  any  officer  or  employee  is  found  so  engaged  shall  be 
considered  sufficient  cause  for  his  removal  from  the  service. 

Theodore  E^oosevelt. 
The  White  House,  October  13^  1905. 
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Ciroiiliir.]  Defaktmext  of  tuk  Tntehiob, 

Gbnebal  Land  OrFtcB, 
■Wanhingtan,  D.  C,  October  SO,  1905. 

To  all  ofpo  vs.  rl'rl-:^.  and  employees  of  the  United  Statue  who  art  in 
ani/  way  conncctal  •'■'dh  enforcement  of  the  public  land  law»: 
Your  atlentlon  is  liilled  to  section  452,  United  States  Revised  Stat- 
utes, which  reads  as  foUows: 

TLe  iiflieom.  I'ii'i'ks,  tuiA  otnplo.veiiB  In  tbe  Ueuoral  lAnd  Office  are  prablbfM 
rrom,  (ILrer'tly  iir  Iddiroi'tly,  pUTCtautilcii:  or  IhhiiiiiIiu;  ItiterfHtiil  In  tha  inirrtii* 
of  nny  of  thf  pubHc  hind;  and  any  parson  whi>  Tlnlat«s  this  swtTon  tUiHll  fMth- 
wilh  N'  r.'m.ivuil  from  his  offlce. 

In  constniinp  this  stiitute  the  Department  has  held  (L.  D.,  Vol.  S, 

p.  J!7)  that  its  provisions — 

Kxli'iid  tit  (iiiiiiTs,  ilrTks,  and  employeea  la  any  ot  Ihe  brnnotios  ot  ttie  puWk- 

siTvi'i'  iiDiJi-r  tUi-  ■ ii-ol  and  suiwrvlslon  of  the  Conimlssiuner  of  the  Genrtll 

l.unil  Hi\V-e  in  thi_'  illsiliurge  of  his  duti^H  reliitinq  to  the  survey  and  sale  of  UK 

Ariinc  iindrr  Ihf  i^pirit  of  this  law  and  the  decisions  referred  to, 

tljl    ( lii:  I     \iil  li<   .  ifi-r  recommend  the  removal  and  diBinissal  of 
:mi  ,  i  I  '    i  I   I        I  i>ilicera,  clerks,  or  employees  who  shall  in  ihe 

|iii    I  lives  or  for  others,  in  any  manner  iiegolialc 

I'll ,  i"ii .  -1  ■;    .>i    iin  -,1,.  ;iriy  wnrrant,  icrip,  lien  Innd  seleL-rion.  ■<u\- 
dii'i'-  adiiiiiiiii.Ll  ii;:lii.  t-v  ;iiiv  uiIm.t  iit'^'iptiiiblf  right  or  claim  under 
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2.  The  First  Assistant  Secretary  and  the  Assistant  Secretary  will 
msider,  dispose  of,  and  sign  in  their  respective  capacities  as  First 
ssistant  and  Assistant  Secretary  any  and  all  official  business  matter 
^oeived  at  their  respective  desks  from  such  divisions  or  by  special 
irection  of  the  Secretary, 

E.  A.  Hitchcock,  Secretary. 


BE8IOHATI0H8  OF  EXPLOYEES. 

November  8,  1905. 
The  Commissioner  of  Indian  Affairs. 

Sir  :  Acknowledging  the  receipt  of  your  letter  of  the  6th,  answer- 
ng  my  inquiry  as  to  Miss  Annie  Beecher  Scoville's  expiration  of 
ervice  as  a  supervisor  of  Indian  schools,  in  which  you  state  that  her 
esignation  "  has  been  accepted  bj  this  office,"  I  would  say  that  it  is 
lesirable  to  adhere  to  the  practice  of  submitting  to  the  Secretary, 
or  his  action,  resignations  of  employees  appointed  by  him.  Please 
orward  Miss  Scoville's  resignation,  with  appropriate  recommenda- 
Lon: 

Very  respectfully,  E.  A.  Hitchcock,  Secretary. 


FEES  IK  CONSOLIDATE])  OFFICES. 

Department  of  the  Interior, 

General  Land  Office, 
Washington^  D.  C,  January  15^  1906. 

Registers  and  Receivers^  Consolidated  United  States  Land  Offlces. 
Sirs  :  Your  attention  is  called  to  section  2239  of  the  Revised  Statutes, 
rhich  provides  (among  other  things)  that  you  are  entitled  to  charge 
nd  receive  for  furnishing — 

ecord  information  respecting  public  lands  or  land  titles,  in  your  consolidated 
ind  district,  such  fees  as  are  properly  autliorized  by  the  tariff  existing  in  the 
)cal  courts  of  your  district, 

nd  also  to  section  2242  of  the  Revised  Statutes,  which  declares  that 
he  register  or  receiver  who — 

as  charged  or  received  fees  or  other  rewards  not  authorized  by  law  shall  be 
jrthwith  removed  from  office. 

Reading  these  statutes  together  you  will  see  that  no  fees  should  be 
karged  tor  giving  any  information  from  your  records  unless  under 
he  statutes  of  your  State  the  clerks  or  judges  of  local  courts  are 
uthorized  to  charge  a  like  fee  for  giving  similar  information  from 
heir  records,  and  that  a  failure  to  strictly  observe  this  law  might 
esult  in  a  forfeiture  of  office. 

No  fees  of  this  character  should,  therefore,  be  charged  or  accepted 
uless  you  have  actual  knowledge  of  some  law  of  your  State  which 
rould  justify  its  acceptance,  and  in  order  that  this  Office  may  readily 
ietermme  the  legality  of  any  such  fee  reported,  you  are  directed  to 
icreafter  cite  in  your  accounts  the  volume,  page,  and  section  of  the 
Itate  law  under  which  each  fee  reported  was  collected,  and  also  to 
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state  the  general  character  of  the  information  furnished,  and  the 
manner  in  which  it  was  given,  whether  by  certificate  or  otherwise. 
Very  respectfully, 

W.  A.  KicuARDS,  Commissionerm 


UKIFOBM  TIME-REPOBT  BLAKS. 

Circular.]  .  January  29,  1906. 

In  the  interest  of  economy  in  the  printing  of  blank  fornils  and  in 
order  to  secure  uniformity  in  the  mi,nner  of  keeping  the  time  of 
clerks  and  other  employees  of  the  Department,  the  individual  time 
report  now  in  use  in  the  Pension  Office,  and  known  as  Form  No.  3-057, 
will  hereafter  be  used  in  all  the  bureaus  and  offices  of  the  Department 
of  the  Interior  in  Washington. 

^  ;;.E.  A.  Hr|dH(X)CB:,  Secretary. 


eegulations  as  to  printing,  etc. 

Department  of  the  Interior, 
Washington^  D.  (7.,  February  P,  1906. 

The  following  Executive  order  is  published  for  the  information 
and  guidance  or  the  officers  and  employees  of  the  Department  of  the 
Interior. 

E.  A.  Hitchcock,  Secretary. 

EXECUTIMS   ORDER. 

It  is  hereby  ordered  that  there  shall  be  appointed  by  the  head  of 
each  of  the  Executive  Departments  an  advisory  committee  on  the  sub- 
ject of  printing  and  publication.  The  chairman  shall  be  an  assistant 
secretary,  or  other  qualified  official,  and  at  least  one  member  of  the 
committee  shall  have  had  practical  experience  in  editing  and  printing. 

It  shall  be  the  duty  of  such  committee,  under  direction  of  the  head 
of  the  Department,  to  see  that  unnecessary  matter  is  excluded  from 
reports  and  publications;  to  see  that  copy  is  carefully  edited  before 
rather  than  after  going  to  the  Printing  Office,  to  do  away  with  the 
publication  of  unnecessary  tables,  and  to  require  that  statistical  mat- 
ter be  published  in  condensed  and  intelligible  form;  to  supervise  the 
preparation  of  blank  forms ;  to  require  the  frequent  revision  of  mail- 
ing lists;  to  prevent  duplication  of  printing  by  different  bureaus;  to 
exclude  unnecessary  illustrations  from  Department  documents,  and 
to  prevent  the  printing  of  the  maximum  edition  allowed  by  law,  when 
a  smaller  edition  will  suffice;  to  recommend  to  the  head  of  the  De- 
partment, for  inclusion  in  the  recommendations  contained  in  his 
annual  reports,  needed  changes  in  the  statutes  governing  Department 
publications. 

The  following  general  principles  shall  hereafter  govern  the  form  of 
the  annual  reports  of  the  various  bureaus  and  offices  of  the  Depart- 
ments : 

1.  Annual  reports  shall  be  confined  to  concise  accounts  of  work 
done  and  expenditures  incurred  during  the  period  covered,  with  rec- 
ommendations relating  to  the  future,  mcludmg  plans  for  work  to  be 
undertaken. 
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5.  Contributions  to  knowledge  in  the  iona  of  scientific  trestisee 
ihall  cot  be  included  in  annual  reports. 

8.  Illustrations  in  annual  reporte  shall  be  excluded,  except:  (a) 
QBps  and  diagrams  indispensable  to  the  understanding  of  the  t^±; 
|ft)  views  of  monuments  or  important  structures  begun  or  erected: 
c)  views  showing  conditions  in  outlying  possessions  of  the  United 
States  and  relating  to  work  or  recommendations  made. 

4.  Inserted  material,  written  or  compiled  by  persons  not  connected 
pith  the  reporting  office,  and  biographical  and  eulogistical  matter  re- 
ating  to  the  past  or  present  personnel  of  the  office,  shall  be  excluded. 

6.  Keports  of  officers  who  do  not  report  directly  to  the  head  of  an 
Szecutive  Department  shall  not  be  reported  in  the  annual  report  of  a 
Department,  but  where  necessary  shall  be  summarized  in  the  reporta 
if  the  officials  to  whom  such  officers  do  report. 

6.  Tables  shaU  be  inserted  only  when  verbal  summaries  and  state- 
nents  of  totals  are  inadequate,  and  complete  texts  of  laws  and  court 
lecisions  shall,  except  in  cases  of  great  importance,  be  excluded. 

7.  Detailed  descriptions  and  lists  of  methods,  processes,  purchases, 
tids,  rejections,  installations,  repairs,  specifications,  and  personnel 
mployed  shall  be  omitted,  except  when  required  by  their  unusual 
mportance  or  by  statute. 

Theodohs  Boosbvelt. 
The  Whitii  Honra,  January  W,  1906. 
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Departuekt  of  the  Interior, 

General  Liand  Ofticb, 
Washington,  D.  C,  May  18, 1906. 
"o  aU  Queers,  clerks,  and  employees  of  the  United  States  who  are  in 
any  vmy  connected  with  enforcement  of  the  public-land  laws: 

1.  Your  attention  is  called  to  section  452,  United  States  Revised 
itatutes,  which  reads  as  follows : 

Tbe  offlcen,  clerks,  and  employees  tn  tbe  General  Land  Office  are  problbited 
rom,  directly  or  Indirectly,  purchnslng  or  becoming  Interested  In  the  purchase 
t  any  of  tbe  public  land ;  and  any  peraoD  wbo  violates  this  section  shall  fortb- 
rltb  be  removed  from  bis  office."     (Bee  11  L.  D.,  348.) 

In  construing  this  statute  the  Department  has  held  {10  L.  D.,  97) 
hat  its  provisions — 

Extend  to  officers,  clerks,  and  employees  In  any  of  the  branches  of  the  public 
ervlce  uuder  the  control  and  supervision  of  the  Commissioner  of  tbe  General 
Mad  Office  In  tbe  discharge  of  bis  duties  relating  to  tbe  survey  and  sale  of  tbe 
loblic  lands. 

2.  Acting  under  the  spirit  of  this  law  and  the  decisions  referred  to, 
his  Office  will  recommend  the  removal  or  di.smiKsal  of  any  of  the 
tbove-named  officers,  clerks,  or  employees  who  shall,  either  for  them- 
lelves  or  others,  in  any  manner  negotiate  for,  buyj  sell,  or  locate  any 
rarrant,  scrip,  lieu  land  selection,  soldier's  additional  right,  or  any 
ither  negotiable  right  or  claim  under  which  an  interest  in  public 
ands  may  be  asserted,  as  well  as  such  officers,  clerks,  or  employees 
who  shall,  except  in  the  discharge  of  an  official  duty,  help  or  in  any 
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ill  or  assist  in  any  such  negotistions,  porfhasps 
■  riiav  be  made  by  others  for  specuhitiv«  purfKwfts 
ruanner  whatever,  except  in  the  discharge  of  an 
1  :iuy  iiiforinatioii  whatever  to,  or  in  any  tiiflnner 
III  with,  any  person,  firm,  or  corporation  dealing 
:ii  relation  to  such  rights. 

1'i'2  of  the  Revised  Statutes  does  not  prohibit  tlip 
t<i  the  public  lands  of  the  United  Stales  under 
V  (lie  wives  of  officers,  clerks,  mn!  iimph>ytti*  of 
111.  it  is  not  deemed  advisable  or  proper  in  thi-  id- 
iiiistration  that  they  should  do  s<i.     Aivoriliiijilv, 
and  employees  are  adviwfl  that  the  application, 
iicqiiisition  of  title,  directly  or  indiri\n)^'.  lo  snj 
1111(1^  by  their  wives,  prior  to  the  sepantlion  from  th« 
Hill  rs  clerks,  or  emplnyees,  will  be  deemed  a  suffirii-Jit 
!i  III  hii-^e  a  recommendation  for  removal  or  dif^mionl 
iii  ilii'  iiili<.-ei",  clerk,  or  employee  who^  wife  acqnirai 
ii'  litli'  lo  any  of  the  public  lands. 
nllii'irs  who  shall  be  in  charge  of  and  maintain  olBm* 
■led  I'l  bring  this  circular  to  the  attention  of  their 
iihnrtlitiiiii-;,  anil  In  licreafter  keep  the  same  conspicHousIy  posted  in 
heir  rcipi'ct i  ve  ollict's. 

W.  A.  RiciL&BDs,  CoTmnitsumtr. 
A|>|.r.iv,,l: 

E.  A.  Hitchcock,  Secretary. 
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A  copy  of  each  form,  when  printed,  should  be  retained  in  the 
stationery  and  printing  division  tor  the  Department  files. 

The  stationery  and  printing  division  should  be  notified  whenever 
the  use  of  a  form  is  discontinued,  and  conference  had  with  the  chief 
of  that  division  relative  to  all  questions  that  may  arise  in  connection 
with  the  preparation  and  printing  of  blank  forms,  etc. 

The  blank  forms,  blank  books,  letter  heads,  and  envelopes  used  in 
the  respective  offices  should  be  properly  cared  for,  and  a  sufficient 
supply  Kept  on  hand  at  all  times  to  meet  the  usual  demands. 

A  copy  of  each  requisition  sent  should  be  kept  and  such  other 
record  thereof  as  may  be  desirable. 

3.  Bequisitions  must  be  made  on  Department  forms  provided  for 
that  purpose,  and  a  separate  requisition  made  for  each  job  of  work. 

4.  Kequisitions  will  not  be  advanced  or  made  special  except  in 
cases  of  extreme  emergency,  and  in  such  case  the  reasons  must  be 
stated. 

5.  Reference  should  be  made  on  each  requisition  to  the  law  under 
which  the  matter  to  be  printed  is  authorized. 

6.  Requisitions  for  blank  books  should  be  made  at  least  two 
months,  and  for  blanks  six  weeks,  before  required  for  use. 

7.  Requisitions  for  blanks  and  blank  books,  of  which  but  a  small 

?uantity  is  required,  should  include  a  year's  supply,  and  requisitions 
or  large  quantities  should  be  made  tor  a  supply  sufficient  to  last 
three  or  six  months. 

8.  In  ordering  blanks  the  requision  should  specify  the  number 
of  copies  required ;  the  title  and  catalogue  number ;  color  and  quan- 
tity of  paper;  if  to  be  electrotyped ;  if  proof  is  required;  kind  of 
ink — ^black,  red,  or  copying;  size  of  blank;  if  to  be  folded;  if  to  be 
made  into  tablets;  if  to  be  perforated,  and  if  to  be  wrapped  in  pack- 
ages, with  number  in  each;  and  the  same  specifications,  with  other 
minor  details  as  to  the  style  of  type,  ruling,  etc.,  should  be  noted  on 
the  copy.  A  copy  of  the  work  to  be  printed,  specimen  leaf  of  blank 
book  to  be  made,  or  list  (in  duplicate)  of  books  to  be  bound,  as  the 
case  may  be,  must  be  attached  to  and  sent  with  the  requisition. 

9.  In  making  requisitions  for  standard  blanks  and  blank  books 
which  are  not  included  in  the  Department  catalogue,  the  words  "  new 
form  "  should  be  noted  on  the  requisition  iouneaiately  after  the  title 
of  the  blank  or  blank  book,  and  the  necessitv  therefor  shown.  This 
is  necessary  in  order  to  insure  the  entry  of  titles  of  all  standard  forms 
in  the  catalogue  and  to  avoid  duplication  of  numbers  of  forms. 

10.  Requisition  for  a  certain  form  of  book  or  blank,  referring  to 
a  previous  order  for  work  of  a  similar  style,  instead  of  furnishing 
copv  and  specifications,  will  not  be  accepted.  The  system  of  num- 
bering the  standard  blanks  and  blank  books,  which  has  been  adopted 
in  the  Department  catalogue  of  blanks,  will  be  continued. 

11.  In  substituting  a  new  blank  for  one  of  similar  character  which 
has  been  discarded,  it  will  take  the  number  of  the  form  for  which  it 
is  substituted. 

12.  The  name  of  the  Department  and  of  the  office  in  which  a  form 
is  to  be  used  should  be  printed  at  the  head  of  the  form,  the  name  of 
the  Department  always  preceding  that  of  the  office. 

18.  All  new  forms  should  be  numbered  in  the  offices  to  which  they 
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pertain;  but  Uie  stationery  and  printing  division  wiU  see  that  they 

are  placed  in  their  proper  positions  in  the  catalogue. 

14.  Each  blank  form  should  have  a  brief  title. 

15.  When  requisitions  and  copy  for  forms  and  general  printing 
reach  the  stationery  and  printing  division  they  will  be  carefully 
examined,  and  in  case  a  doubt  exists  as  to  the  propriety  of  havinjg  the 
printing  done,  or  where  a  question  arises  as  to  the  style  in  which  it 
shall  be  done,  the  matter  will  be  referred  to  the  Department  com- 
mittee on  printing  and  publication. 

16.  To  secure  economy  in  the  use  of  paper  and  to  save  filing  space, 
different  sizes  of  each  form  may  be  us^,  to  consist  of  equal  divisions 
of  one  of  the  standard  sizes,  and  officers  should  instruct  their  sub- 
ordinates to  use  the  smallest  size  that  vdll  meet  the  requirements  in 
each  case. 

17.  C!opying  ink  and  white  second-class  ledger  paper  should  be  re- 
quested when  ordering  forms  that  are  to  be  press  copied. 

18.  When  books  are  ordered  a  few  loose  sheets  should  be  requested, 
to  be  kept  on  hand  and  used  as  printer's  copy  for  future  editions. 

19.  Uniformity  should  be  maintained,  as  far  as  possible,  in  the  size, 
style,  and  type  of  blanks,  and  the  size  and  style  of  binding  of  blank 
iKX)ks,  and  only  such  changes  as  are  absolutely  necessary  should  be 
made  in  the  standard  forms. 

20.  Requisitions  must  not  be  made  for  blank  paper,  as  the  Public 
Printer  is  not  authorized  to  furnish  it.  Tablets  or  blank  paper  and 
paper  specially  ruled  will  be  supplied  by  the  Public  Printer  as  usual. 

21.  In  making  requisitions  for  blank  books,  the  number  of  books 
required,  the  title,  and  the  catalogue  number  must  be  specified  on  the 
requisition,  and  the  directions  for  making  the  books  must  be  stated 
fully  on  the  requisition  and  on  the  copy  or  specimen  leaf.  These 
directions  must  specify  the  number  of  leaves  or  openings,  pacing, 
indexing,  tagging,  canvas  covering,  back  or  side  title,  and  Siyle  of 
binding.  The  binding  may  be  in  either  of  the  following  styles^  ac- 
cording to  the  size  of  the  book^  the  purpose  for  which  it  is  required, 
and  the  extent  of  usage  to  which  subjected  in  handling,  viz: 

(a)  Russia  ends  and  bands,  suitable  for  books  of  250  leaves  or 
more. 

(6)  Half  russia,  patent  back,  suitable  for  books  of  from  175  to 
250  leaves. 

(c)  Half  russia,  plain,  cloth  sides,  or — 

(d)  Half  russia,  plain,  paper  sides,  suitable  for  books  of  100  to  176 
leaves. 

(e)  Plain  board  covers,  cut  flush,  suitable  for  books  of  less  than 
100  leavCvS,  which  are  not  subjected  to  much  handling. 

(/)  Full  canvas  binding  is  very  serviceable,  economical,  and  dur- 
able for  ledgers,  record  books,  and  blank  books,  and  its  general  use  is 
favored  for  various  sizes  of  books,  in  lieu  of  half  russia,  sheep,  etc 

(g)  The  title,  catalo^e  number,  name  of  division  or  office,  as  the 
case  may  be,  in  which  it  is  to  be  used,  and  name  of  the  Department, 
should  be  printed  on  the  back  or  side  of  each  blank  book  when  made. 

(A)  Unnecessary  variety  of  blank  books  and  blank  forms  and 
chaages  in  forms  must  be  avoided. 

22.  In  order  to  maintain  desired  uniformity  in  size  for  filing  pur- 
poses, etc,  and  to  prevent  waste  of  material,  ail  blank  forms  and 
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blank  books  must  conform  to  the  standard  sizes  of  paper  or  equal 
divisions  thereof.  These  sizes,  as  supplied  by  the  Public  Printer,  are 
as  follows: 

(a)  Cap 14  by  17  in.  (e)  Medium. ...  18  by  23  in. 

(h)  Double  cap. .  17  by  28  in.     (V)  Royal 19  by  24  in. 

(c)  Demy 16  by  21  in.  (g)  Super  royal.  20  by  28  in. 

(rf)  Double  demy  21  by  32  in.  (h)  Imperial  ...  23  by  31  in. 

23.  Cap,  double  cap,  demy,  and  double  demy  should  be  used,  when 
practicable,  for  blanks. 

24.  The  Public  Printer  has  been  requested  not  to  furnish  paper  of 
extra  weight  or  Quality  for  blank  forms,  blank  books,  or  publications, 
unless  specially  oirected  to  do  so  by  the  Department. 

25.  Each  requisition  for  work  containing  illustrations  must  specify 
the  number  or  illustrations  and  must  be  accompanied,  when  prac- 
ticable, with  copies,  on  which  their  location  in  the  publication  shall 
be  indicated,  and  a  list  of  the  illustrations,  together  with  a  statement 
showing  which,  if  any,  of  the  cuts  are  to  be  furnished  by  the  office. 
When  copy  is  furnished  the  size  and  kind  of  cut  required  should  be 
given,  or,  if  full  size,  it  should  be  so  stated. 

26.  A  letter  si^ed  by  the  head  of  the  bureau  or  office  must  accom- 
pany each  requisition  requiring  illustrations,  in  which  it  must  be  cer- 
tified that  the  UhtstroHons  are  necessary  and  relate  entirely  to  the 
transaction  of  public  business. 

27.  Kequisitions  hereafter  made  for  printing  any  book,  document, 
or  report  must  be  accompanied  by  a  certificate  oi  the  head  of  bu- 
reau, or  other  officer  making  the  requisition,  that  the  proposed  pub- 
lication is  necessary  and  has  to  do  with  the  ordinary  business  trans- 
actions of  said  bureau  or  office. 

28.  All  requisitions  for  printing  reports  and  documents  should, 
upon  their  receipt  in  the  stationery  and  printing  division^  be  referred 
to  the  Department  committee  on  printing  and  publication  for  con- 
sideration. 

29.  Requisitions  for  printing  official  letter  paper  and  envelopes 
should  be  made  to  cover  periods  of  three,  six,  or  twelve  months,  and 
»hould  be  drawn  at  least  two  months  in  advance  of  the  time  required 
for  use.  .]:  J^Aliu^..  ^ 

ANNUAL  BEFORT8  AND  PUBLICATIONS. 

The  following  general  instructions  should  govern  in  the  prepara- 
tion of  annual  reports: 

30.  Annual  reports  should  be  confined  to  concise  accounts  of  work 
done  and  expenditures  incurred  during  the  period  covered  by  the 
report,  with  recommendations  relating  to  the  ruture,  including  plans 
for  work  about  to  be  undertaken. 

31.  Inserted  material  written  or  compiled  by  persons  not  connected 
with  the  reporting  office  and  biographical  and  eulogistic  matter  re- 
lating to  past  or  present  personnel  of  the  office  should  be  rigorously 
excluded. 

32.  Contributions  to  knowledge,  in  forms  of  scientific  treatises,  and 
general  discussions  should  not  be  included  in  such  reports. 

38.  The  reports  of  officers  who  do  not  report  directly  to  the  head  of 
the  Department  should  not  be  printed  in  uie  annual  reports,  but  may 
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lii  important  stnictur 
it  period  covered  by  the  report;    (c)  vie 

outlying  possessions  of  the  United  States  a 

or  recommendations  made  in  the  report  wh 

described  in  the  text. 
87.  Unless  otherwise  provided  by  law,  a 

printed  in  octavo  form ;  also  other  publicatit 

38.  The  text  of  reports  should  be  set  in 
type,  solid;    extracts  in  8-point   (brevier) 
matter  in  6-point   (nonpareil)   type,  solid, 
The  text  of  the  annual  report  of  the  Secretary 
proper  of  the  heads  of  bureaus  will,  however, 
primer),  leaded,  when  so  requested. 

39.  indexes  should  be  set  in  6-point  (nonpt 
printed  at  the  close  of  the  reports  or  volumes, 
tables  should  be  doubled,  in  order  to  economia 

40.  The  style  of  type  for  report  headings,  si 
otherwise  directed,  should  be  as  follows : 

(a)  Eeport  headings  should  be  set  in  lO-poii 
No.  2. 

(b)  Principal  subject  should  be  set  in  8-point 
style,  caps. 

{c)  First  subtopic  should  be  set  in  10-point 
caps. 

d)  Second  subtopic  should  be  set  in  8-point 

e)  Third  subtopic  should  be  set  in  6-point  ( 
[f)  Fourth  subtopic  should  be  set  in  side  itali 

All  tabular  headings  should  be  set  in  8-i 
Footnotes  for  10-point  (long  primer)  sf 
(brevier)  type,  solid;   and  footnotes  for  8-poii 
s(»t  in  6-point  (nonpareil)  type,  solid. 

(/)  The  stvle  of  type  for  title-pages  and  cover 
IS  possible  for  all  annual  reports  and  ^^^  — ' 

41.  Facsimile  sipn^"*""' 
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46.  The  paper  used  in  printing  the  text  of  all  publications  should, 
unless  otherwise  directed,  be  of  flie  quality  described  as  24  by  38,  48- 
pound,  machine  finish,  and  the  paper  for  covers  50-pound  cover  paper. 

4&  In  ordering  pamphlets  ana  books  (except  blank  books)  it  will 
be  necessary  to  state  whether  they  are  to  be  bound,  covered  with  paper 
covers,  or  simply  stitched  and  trimmed. 

47.  Pamphlet  editions  of  publications  will  be  issued  with  title- 
pages,  but  not  more  than  500  of  each  edition  will  be  provided  with 
paper  covers,  unless  specially  authorized.  This  regulation  ¥dll  not 
apply  to  annual  reports. 

48.  Names  of  officers  and  employees  will  be  excluded  as  far  as  pos- 
sible from  the  text  of  the  reports,  titles  being  used  in  lieu  of  names  of 
individuals. 

49.  Proof  should  be  promptly  examined  and,  with  the  copy,  re- 
turned in  the  envelopes  or  jackets  in  which  received  from  the  printer 
immediately  to  the  chief  of  stationery  and  printing  division  o1^  the 
Department.  If  satisfactory,  the  officer  who  examines  the  proof 
should  write  on  the  margin  the  word  "  correct,"  or  "  correct  when 
changed  as  marked,"  over  his  signature  or  initials ;  if  further  proof 
be  necessary,  he  should  write  the  words  "  send  revise  "  on  the  margin 
of  it  over  his  signature  or  initials. 

50.  In  proof  reading,  the  Manual  of  Style  published  by  the  Public 
Printer  should  be  strictly  observed.  Copies  of  the  work  may  be  ob- 
tained by  applying  to  the  stationery  ana  printing  division. 

51.  Original  copy,  excepting  reports  and  documents,  must  accom- 
pany proof  when  returned  to  the  Public  Printer. 

52.  All  copy  must  be  carefully  prepared  and  edited  in  order  to 
avoid,  as  far  as  possible,  any  extra  expense  for  alterations  in  the 
proof ;  it  must  be  written  on  one  sid6  of  the  paper  only,  and  type- 
written when  practicable.  Copy  which  is  not  properly  prepared 
will  be  returned  for  completion. 

53.  When  printed  copy  is  sent;  in  which  no  change  is  required, 
instructions  snould  be  written  on  the  form  to  "  follow  copy." 

BINDING  LIBRARY   AND  TEXT  BOOKS. 

54.  Books  for  offices  of  the  Department,  other  than  record  and 
accoimt  books,  and  books  for  the  library  of  the  Patent  Office,  should 
be  bound,  according  to  law,  in  plain  sheep,  cloth,  or  half  turkey,  or 
material  no  more  expensive,  when  binding  is  required  the  par- 
ticular style  must  be  specified  on  the  requisition  or  list  of  books  to  be 
bound. 

55.  The  principal  styles  of  binding  for  publications  are: 
(a)  Full  cloth,  suitable  for  reports,  documents,  etc. ; 

b)  Full  sheep,  light  or  dark,  suitable  for  law  books; 
Half  sheep,  dark  cloth  sides ;  or 
)  Half  sheep,  light  or  dark,  paper  sides,  suitable  for  library 
books; 

(e)  Half  turkey,  or  material  no  more  expensive,  with  cloth  or 
paper  sides. 

56.  Directions  for  title  on  back  or  face  of  the  cover  should  ac- 
company the  books  to  be  bound,  and  when  it  is  important  that  the 
binding,  lettering,  etc.,  be  uniform  with  the  previous  volumes  of  a 
series,  samples  should  be  sent  with  the  material. 


'■% 


I ;iJ (Li^VTIONS,  DEPARTMENT    OF   INTEBIOB. 

•'■'■Ilimcdiifi  books  to  !«?  Imiind,  a  list  (in  diipli- 
tii'  of  filch  book  ami  style  of  binding:.  shoiiW 
•!i  i<iii  for  llic  work.  Oin'  copy  of  tliis  list  should 
■  I y  mill  priming  (livisimi,  and  tin;  other  sont  to 
Mil  the  ri-i|iiisition  and  Ijoiiks. 


M  is(  kljjl  n  Eons. 

ulai-s  should,  as  far  as  practicable,  be  printed  in 

-  of  Imri-aus  iin<l  (illiivs  mv  i-cfiiic-ti-d  to  submit 
Scn'taiy,  for  his  infoniiation  iiiid  api)roval, 

I  in  their  respective  olliees. 

-  in  rcfTiii'd  to  woik  ordered  from  the  Public 
-iiiillcil  lliroiifrh  the  Secivtary's  office,  and,  as 
liiUT.  ffiviiifi  the  diite  and  niiinl»r  of  ix'quisition 
:..     Tills  re(|iiiii-iiii'iit  will  lie  strictly  enforced. 

1-  bci'ii  iv(|iu'sied  not  to  recognize  any  instnio- 
mI.  I'.xri'pt  sinli  us  shall  have  been  forwarded  to 
nil,  provhicd. 

iuiiaj.  j-ii(li  as  ciivclojies,  |>a|>er.  Ixioks,  etc..  for 
iMiild  be  niiirkcil  In  ^\n>w  the  contents,  tbe  naiiiK 
i  ■  of  ilic  reijiiisiiion  covering  the  same,  and  sent 
id    priiiiiiLg   division   to   be   fonvarded   to  the 
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SXCBEPT8  7B01C  THE  LAWS  BELATING  TO  PUBLIC  PBIHTIKG  AITB 

BUSTDIHG. 

The  head  of  each  Department  ♦  ♦  ♦  shall  furnish  to  the  Con- 
gressional Printer  copies  of  the  documents  usually  accompanying  his 
innual  report  on  or  oef ore  the  first  day  of  November  in  each  year, 
ind  a  copy  of  his  annual  report  on  or  before  the  third  Monday  of 
November  in  each  year.     (Rev.  Stat,  sec.  196.) 

No  printing  or  binding  shall  be  done,  or  blank  books  furnished, 
*     *    for  any  of  the  Executive  Departments,  except  on  a  written 
equisition  by  ttie  head  of  such  Department,  or  one  of  his  assistants. 
Rev.  Stat,  sec  8789.) 

That  it  shall  not  be  lawful  for  the  head  of  any  Executive  Depart- 
lent  or  of  any  Bureau,  branch,  or  office  of  the  Government  to  cause 
0  be  printed,  nor  shall  the  Public  Printer  print,  any  document  or 
natter  of  any  character  whatever  except  that  which  is  authorized  by 
ftw  and  necessarv  to  administer  the  public  business,  nor  shall  any 
bureau  officer  embrace  in  his  annual  or  other  report  to  be  printed  any 
natter  not  directly  pertaining  to  the  duties  of  his  office  as  prescribed 
y  law.    ♦    ♦    ♦    Act  July  7,  1884  (23  Stat,  227). 

lN  act  ProTiding  for  the  public  printing  and  binding  and  the  distribution  of  public 
documents.     Approyed  January  12,  1896.     (28  Stat,  601.) 

Sec.  3.  The  Joint  Committee  on  Printing  shall  fix  upon  standards 
f  paper  for  the  different  descriptions  of  public  printing  and  bind- 

Qg.       ♦       ♦       ♦ 

Sec.  25.  The  Public  Printer  shall  cause  to  be  stereotyped  or  elec- 
rotvped  all  matter  when  there  is  a  reason  to  believe  that  it  will  be 
leeded  a  second  time. 

Sec.  31.  All  printing  offices  in  the  Departments  now  in  operation, 
r  hereafter  put  in  operation,  by  law.  snail  be  considered  a  part  ot 
be  Government  Printing  Office,  and  snail  be  under  the  control  of  the 
hiblic  Printer,  who  shaU  furnish  all  presses,  tvpes,  imposing  stones, 
nd  necessary  machinery  and  material  for  said  offices  from  the  gen- 
ral  supplies  of  the  Grovemment  Printing  Office;  and  all  paper  and 
laterial  of  every  kind  used  in  the  said  offices  for  departmental  work, 
xcept  letter  and  note  paper  and  envelopes,  shall  be  supplied  by  the 
*ubuc  Printer :  and  all  persons  employed  in  said  printing  offices  and 
•inderies  shall  be  appointed  by  the  Public  Printer,  and  be  carried  on 
lis  pay  roll  the  same  as  employees  in  the  main  office,  and  shall  be 
esponsible  to  him.    ♦    ♦    ♦ 

All  work  done  in  the  said  office  shall  be  ordered  on  blanks  prepared 
or  that  purpose  by  the  Public  Printer,  which  shall  be  numbered  con- 
ecutively,  and  must  be  si^ed  by  some  one  designated  by  the  head 
f  the  I)epartment  for  which  the  work  is  to  be  done,  who  shall  be 
leld  responsible  for  all  work  thus  ordered,  and  who  shall  quarterly 
eport  to  the  head  of  the  Department  a  classified  statement  of  the 
7ork  done  and  the  cost  thereof,  which  report  shall  be  transmitted  to 
he  Public  Printer  in  time  for  his  annual  report  to  Congress.  The 
^iblic  Printer  shall  show  in  detail,  in  his  annual  report,  the  cost  of 
iperating  each  departmental  office. 

Sec.  42.  The  Public  Printer  shall  furnish  to  all  applicants  giving 
lotice  before  the  matter  is  put  to  press,  not  exceeding  two  hundred 
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and  fifty  to  any  one  applicant,  copies  of  bills,  reports,  and  dociunents, 
said  applicants  paying  in  advance  the  cost  of  such  printing  with  ten 
per  centum  added:  Provided^  That  the  printing  of  such  work  for 
private  parties  shall  not  interfere  with  the  printing  for  the  Govern- 
ment. 

Sec.  51.  The  forms  and  styles  in  which  the  printing  or  binding 
ordered  bv  any  of  the  Departments  shall  be  executed,  and  the  mate- 
rial and  tlie  size  of  type  to  Ik*  used  shall  be  determined  by  the  Public 
Printer,  having  proper  regard  to  economy,  workmansmp,  and  the 
purposes  for  which  the  work  is  needed. 

iSEC.  73.  *  *  *  The  Secretary  of  the  Interior  shall  cause  the 
Official  Register  to  be  edited,  indexed,  and  published  by  the  chief 
clerk  of  the  Interior  Department  on  the  first  day  of  December  ftfUow- 
ing  the  first  day  of  July  above  mentioned. 

Sec.  79.  The  scientific  reports  known  as  the  monographs  and  bul- 
letins of  the  Geological  Survev  shall  not  be  published  until  specific 
and  detailed  estimate's  are  madle  therefor  and  specific  appropriations 
made  in  pursuance  of  such  estimates;  and  no  engravings  for  the  an- 
nual reports  for  such  monographs  and  bulletins,  or  of  illustrations, 
sections,  and  maps,  shall  be  done  until  specific  estimates  are  siibmitt^ 
therefor  and  specific  appropriations  made  based  on  such  esti- 
mates.    *     *     * 

Sec.  80.  No  document  or  report  to  be  illustrated  or  accompanied  by 
maps  shall  be  printed  by  the  Public  Printer  until  the  illustrations  or 
maps  designed  therefor  shall  be  ready  for  publication ;  and  no  order 
for  public  printing  shall  be  acted  upon  by  the  Public  Printer  after 
the  expiration  of  one  year,  unless  the  entire  copy  and  illustrations  for 
the  work  shall  have  been  furnished  within  that  period:  Provid^d^ 
This  section  shall  not  apply  to  orders  heretofore  made  for  the  print- 
ing of  a  series  of  volumes  on  one  subject. 

Sec.  86.  No  printing  or  binding  diall  be  done  at  the  Government 
Printing  Office  unless  authorized  by  law.  Binding  for  the  Depart- 
ments ot  the  Government  shall  be  done  in  plain  sheep  or  cloth,  except 
that  record  and  account  books  may  be  bound  in  Russia  leather,  sheep 
fleshei*s,  and  skivers,  when  authorized  by  the  head  of  a  De{)artment: 
Provided^  The  libraries  of  the  several  Departments,  the  Library  of 
Congress,  the  libraries  of  the  Surgeon-General's  Office,  the  Patent 
Office,  and  the  Naval  Observatory  may  have  books  for  the  exclusive 
use  of  said  libraries  bound  in  half  Turkey,  or  material  no  more  ex- 
pensive. 

Sec.  87.  All  printing,  binding,  and  blank  books  for  the  Senate  or 
House  of  Representatives  and  for  the  Executive  and  Judicial  De- 
partments shall  be  done  at  the  Government  Printing  Office,  except  in 
cases  otherwise  provided  by  law. 

Sec.  88.  The  Public  Printer  shall  execute  such  printing  and  bind- 
ing for  the  President  as  he  shall  order  and  make  requisitions  for,  and 
deliver  to  the  Executive  Mansion  two  copies  each  of  all  documents, 
bills,  and  resolutions  as  soon  as  printed  and  ready  for  distribution. 

Sec.  89.  No  printing  shall  be  done  for  the  Executive  Departments 
in  any  fiscal  year  in  excess  of  the  amount  of  the  appropriation,  and 
none  shall  be  done  without  a  special  requisition,  signed  by  the  chief 
of  the  Department  and  filed  with  the  Public  Printer. 

No  report,  publication,  or  document  shall  be  printed  in  excess  of  the 
number  of  one  thousand  of  each  in  any  one  fiscal  year  without  author- 
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ization  therefor  by  Congress,  except  that  of  the  annual  report  of  the 
head  of  the  Department  without  appendices  there  may  be  printed  in 
any  one  fiscal  year  not  to  exceed  five  thousand  copies,  bound  in  pam- 
phlet form;  and  of  the  reports  of  chiefs  of  bureaus  without  ap- 
pendices there  may  be  printed  in  any  one  fiscal  year  not  to  exceed 
two  thousand  five  hundred  copies,  bound  in  pamphlet  form.    *    *    * 

Heads  of  Executive  Departments  shall  direct  whether  reports  made 
to  them  by  bureau  chiefs  and  chiefs  of  divisions  shall  be  printed  or 
not. 

Sec.  91.  The  annual  reports  of  executive  officers  shall  be  printed  in 
the  same  type  and  form  as  the  report  of  the  head  of  the  Department 
which  it  accompanies,  unless  otherwise  ordered  by  the  Joint  Commit- 
tee on  Printing. 

Sec.  92.  Government  publications  printed  for  or  received  by  the 
Executive  Departments,  whether  for  official  use  or  for  distribution, 
shall  be  distributed  by  a  competent  person  detailed  to  such  duty  in 
each  Department  by  the  head  thereoi.  He  shall  keep  an  account  in 
detail  oi  all  publications  received  and  distributed  by  him.  He  shall 
prevent  duplication  and  make  detailed  report  to  the  head  of  the  De- 
partment, who  shall  transmit  the  same  annually  to  Congress. 

Sec.  93.  When  any  Department,  the  Supreme  Court,  the  Court  of 
Claims,  or  the  Library  or  Congress  shall  require  printing  or  binding 
to  be  done,  it  shall  be  on  certificate  that  such  work  be  necessary  for 
the  public  service;  whereupon  the  Public  Printer  shall  furnish  an 
estimate  of  the  cost  by  the  principal  items  for  such  printing  or  bind- 
ing so  called  for,  after  which  requisitions  shall  be  made  upon  him 
therefor  by  the  head  of  such  Department,  the  clerk  of  the  Supreme 
Court,  Chief  Justice  of  the  Court  of  Claims,  or  the  Librarian  of 
Congress;  and  the  Public  Printer  shall  place  the  cost  thereof  to  the 
debit  of  such  Department  in  its  annual  appropriation  for  printing 
and  binding. 

Sec.  94.  No  head  of  any  Executive  Department,  or  of  any  bureau, 
branch,  or  office  of  the  (Government,  shall  cause  to  be  printed,  nor 
shall  the  Public  Printer  print,  any  document  or  matter  except  that 
which  is  authorized  by  law  and  necessary  to  the  public  business;  and 
executive  officers,  before  transmitting  their  annual  reports,  shall  care- 
fully examine  the  same  and  all  accompanying  documents,  and  exclude 
therefrom  all  matter,  including  engravings,  maps,  drawings,  and 
illustrations,  except  such  as  they  shall  certify  in  their  letters  trans- 
mitting such  reports  are  necessary  and  relate  entirely  to  the  transac- 
tion of  the  public  business. 

public  resolution— No.  18.    Approved  March  80, 190«. 

That  hereafter,  in  the  printingand  binding  of  documents  or  reports 
emanating  from  the  Executive  Departments,  bureaus,  and  independ- 
ent offices  of  the  Government,  the  cost  of  which  is  now  charged  to 
the  allotment  for  printing  and  binding  for  Congress,  or  to  appropri- 
ations or  allotments  of  appropriations  other  than  those  made  to  the 
Executive  Departments,  bureaus,  or  independent  offices  of  the  Gov- 
ernment, the  cost  of  illustrations,  composition,  stereotyping,  and  other 
work  involved  in  the  actual  preparation  for  printing,  apart  from  the 
creation  of  manuscript,  shall  oe  charged  to  the  appropriation  or 
allotment  of  appropriation  for  the  printing  and  binding  of  the  De- 
partment)  bureau,  or  independent  office  of  the  Government  in  which 
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such  documents  or  reports  ori^ate.  The  balance  of  cost  shall  be 
charged  to  the  allotment  for  printing  and  binding  for  Congress  apd 
to  the  appropriation  or  allotment  ox  appropriation  of  the  EzecatiYe 
Department,  bureau,  or  independent  omce  of  the  Government  in  pro- 
portion to  the  number  delivered  to  each.  The  cost  of  any  copies  of 
such  documents  or  reports  distributed  otherwise  than  through  Con- 
gress, or  the  Executive  Departments,  bureaus,  and  indepencknt  offi- 
ces of  the  Government,  if  such  there  be,  shall  be  charged  as  hereto- 
fore: Provided^  That  on  or  before  the  first  day  of  December  in  each 
fiscal  year  each  Executive  Department,  bureau,  or  independent  office 
of  the  Government  to  which  an  appropriation  or  allotment  of  appro- 

{)riation  for  printing  and  binding  is  made  shall  obtain  from  the  Fub- 
ic  Printer  an  estimate  of  the  prooable  cast  of  all  publications  of  sudi 
Department,  bureau,  or  independent  office  now  required  by  law  to  be 

f)rinted,  and  so  much  thereoi  as  would,  under  the  terms  of  this  reso^ 
ution,  be  charged  to  the  appropriation  or  allotment  of  appropriation 
of  the  Department,  bureau,  or  independent  office  of  the  (xovemment 
in  which  such  publications  originate,  shall  thereupon  be  set  aside  to 
be  applied  only  to  the  printing  and  binding  of  such  documents  and 
reports,  and  shall  not  be  available  for  any  other  purpose  until  all  of 
such  allotment  of  cost  on  account  of  such  documents  and  reports  shall 
have  been  fully  paid. 

This  resolution  shall  be  effective  on  and  after  July  first,  nineteen 
hundred  and  six. 


OPINIOH  THAT  JOHN  HANCOCK  WAS  NOT  ENTITLSD  TO  NOTICE  IN 

ADVANCE  OF  BEDUCTION. 

July  13,  1906. 
The  Acting  Secretary  of  the  Interior. 

Sir:  By  your  reference  I  am  asked  for  opinion  as  to  the  proper 
legal  steps  necessary  to  vacate  the  position  oi  chief  of  the  stationery 
division  in  the  Pension  Office. 

Under  date  of  July  11, 1906,  the  Commissioner  of  Pensions  reports 
that  Congress  having  in  the  appropriation  act  for  the  present  year 
omitted  the  position  of  one  chief  of  division  from  the  number 
formerly  provided  for  the  Pension  Bureau,  it  became  necessary  to 
drop  one  of  those  officials.  As  in  the  administration  of  the  Pension 
Office  the  former  stationery  division  had  been  actually  discontinued 
for  several  years,  the  business  being  conducted  as  part  of  the  chief 
clerk's  office,  as  the  stationery  section,  it  was  the  judgment  of  the 
Commissioner  that  Mr.  John  Hancock,  who  held  the  position  of 
chief  of  division  and  was  in  charge  of  the  stationery  section,  should 
be  otherwise  provided  for;  that  accordingly  on  the  Commissioner's 
recommendation  Mr.  Hancock  was  on  Jime  30,  1906,  by  order  of  the 
Acting  Secretary  of  the  Interior,  appointed  to  a  clerkship  of  dass  4 
in  that  bureau,  to  take  effect  Julv  1,  1906,  by  reduction  from  chief 
of  division  at  $2,000,  vice  Nathan  fe.  Prentice,  deceased ;  that  although 
Mr.  Hancock  was  notified  on  June  30,  1906,  of  his  reduction  and 
requested  to  take  the  oath  of  office  as  a  clerk  of  class  4,  and  although 
he  has  been  repeatedly  requested  to  take  such  oath  since  that  time, 
yet  he  has  absolutely  refused  to  do  so.    In  consideration  of  these 
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fiusts  the  Commissioner  i^BCommended  that  Mr.  Hancock's  appoint- 
ment as  a  derk  of  class  4  be  revoked  and  canceled,  and  that  he  be 
separated  from  the  service. 

I  am  of  the  opinion  that  upon  the  taking  effect  of  the  act  of  Con- 
gress making  appropriation  tor  the  present  fiscal  year  omitting  the 
position  of  one  chief  of  division  from  the  number  of  those  provided 
tor  in  the  Pension  Bureau,  the  position  of  one  chief  of  division  in 
that  bureau  was  vacated  by  operation  of  law ;  that  it  was  within  the 
competency  of  the  Comimissioner  of  Pensions,  under  the  supervision 
or  airection  of  the  Acting  Secretary  of  the  Interior,  to  designate 
which  one  of  these  positions  should  cease  to  exist;  and  that  the  said 
order  of  the  Acting  Secretarv,  June  30,  1906,  appointing  Mr.  Han- 
cock to  a  clerkship  of  class  4,  by  reduction  from  chief  of  division,  and 
failing  to  designate  some  other  person  for  chief  of  stationary  division, 
amounted  to  a  designation  or  ruling  that  the  position  of  chief  of  the 
stationery  division  had  by  operation  of  law  ceased  to  exist. 

I  am  further  of  the  opmion  that  inasmuch  as  Mr.  Hancock's 
reduction  was  not  put  upon  the  ground  of  inefficiency  or  misconduct, 
but  was  really  in  consideration  of  his  best  interest,  he  was  not  en- 
titled to  notice  of  such  reduction,  without  regard  to  the  fact  whether 
the  position  of  chief  of  the  stationery  division  had  or  had  not  ceased 
to  exist;  and  although  somewhat  beyond  the  scope  of  this  reference, 
I  am  further  of  opinion  and  advise  you  that,  if  Mr.  Hancock  refuses 
to  take  the  oath  ox  office,  he  may  be  treated  as  no  longer  in  the  service 
of  the  Government. 

Very  respectfully,  Frank  L.  Campbeli«, 

Assistant  Attorney-General. 

Approved,  July  13,  1906. 

Thos.  Ryan, 

Acting  Secretary. 


XEGHAHICS  0&  LAB0BEB8  BEQXTIBED  OB  PEBIOTTED  TO  WOBK  OYEB 

EIGHT  H0UB8  A  DAY. 

[Department  of  the  Interior  reprint] 

EXECUTIVE  OBDER. 

I.  All  Departments  of  the  Government  under  the  supervision  of 
which  public  works  are  being  constructed  are  hereby  directed  to 
notify  the  representatives  stationed  at  such  public  works  to  report 
ftt  once  to  their  respective  Departments  all  cases  in  which  contractors 
or  subcontractors  on  works  now  under  construction  have  required  or 

Permitted  laborers  or  mechanics  in  their  employ  to  work  over  eight 
ours  in  any  one  calendar  day. 

II.  All  (jovemment  representatives  in  charge  of  construction  of 
public  works  are  further  directed  that  it  is  part  of  their  duty  to  re- 
port to  their  respective  Departments  each  and  every  case  in  which 
laborers  or  mechanics  are  required  or  permitted  to  work  over  eight 
hours  a  day  on  the  works  under  supervision  of  such  Government 
representatives.    Wherever  reports  showing  work  in  excess  of  eight 


I  10 

llnlllN   :, 

III. 

.In-m,., 
Hm'   I'i. 

.{U<'.1     I 


flCn^ATTONS,  DEPARTMENT   OF   INTBBIOB, 

■I  i\i'(i  by  any  Department  they  are  to  be  rofprred 
nl  iliislice  for  appropriate  action.  I 

itriiis  of  the  Government  under  the  supervision  of  I 
,-  ;iri>  Ix-ing  constructed  by  contract  are  further 

ir  icNpective  legal  officers  prepare  and  forward  to 
I  "(  such  statutes  and  Kxecutive  orders  as  hsTe  a 
i(iii;ic-ls  for  the  construction  of  public  works,  and 

iiii  Mich  works  should  be  made  acquainted. 

Theodore  Roosevelt. 
^ -v..  Septfrnhr-r  19,  1906. 


ADVISORY   COMMITTEE  OM  PaiNTIHO  AND  PITBLICATION. 

.  I  Jantjart  o.  IfiOT. 

ii:iiil   li.   I\ii mive  order  of  January  20,  1906,  an   advisory 

Mi'i'  iin   iK.iiiiiii;  and  publication  is  Hereby  appointed  to  con- 

.'■  '-•■  V .  Wil-Mii,  Assistant  Secretary,  chairman; 
\i.i>'-  ll.nlliv.  chief  of  tlie  division  of  stationery  and  print- 

ii.l 

I  rMdk   \'>.  \\':i!k('r,  a  principal  examiner  in  the  General  I^nd 
ulic  \\:\-  \\w\  |ii';i('lical  experience  in  editing  and  printing. 

-  I iii'i    \\\\\  iio  n-nvi'med  hv  iind  will  aid  in  enforcing  the 

,!,■  in  ,,rmlli.-  ^tnd  l.iiMiin-.  i-iird   fnr  ihi^  I  K-|.;irl- 
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equal  in  value  to  such  excess;  or  if  such  bond  is  esecuted  in  behalf  or 
on  account  of  a  fiduciary  holding  property  in  a  trust  capacity,  the 
Kability  thereon  in  excess  of  10  per  cent  of  the  paid-up  capital  and 
surplus  shall  be  secured  by  such  aeposit  or  other  aisposition  of  a  suit- 
able and  sufficient  portion  of  the  estate  so  held  that  no  sale,  mortgage, 
pledge,  or  other  disposition  can  be  made  thereof  without  such  com- 
pany s  approval;  provided  further,  that  such  portion  of  any  such 
bond  which  shall  nave  been  reinsured  by  said  company  in  another 
surety,  trust,  or  guaranty  company  or  companies,  authorized  to  do 
business  under  the  act  of  Congress  of  August  13,  1894,  shall  be  de- 
ducted from  the  penal  sum  of  such  bond  in  determining  the  limitation 
of  risk  prescribed  herein,  if  the  same  is  within  the  10  per  cent  limit 
of  said  reinsuring  companjr  or  companies. 

3.  Two  or  more  companies  may  Ibe  accepted  as  sureties  upon  any 
recognizance,  stipulation,  bond,  or  undertalring  under  this  Depart- 
Daent,  the  penalty  of  which  does  not  exceed  10  per  cent  of  their  aggre- 
gate paid-up  capital  and  surplus,  but  in  all  such  cases  the  sureties 
Diust,  where  the  law  requires  it,  execute  such  obligation  jointly  and 
severally. 

4.  The  amount  of  paid-up  capital  and  surplus  of  such  companies 
shall  be  determined  by  the  quarterly  financial  statements  filed  with 
the  Attorney-General  pursuant  to  section  4  of  the  act  above  referred 
to,  after  copies  of  such  statements  have  been  filed  in  this  Department. 

5.  If  the  amount  of  said  capital  and  surplus  shall  at  any  time  dur- 
ing the  intervals  between  the  aates  of  the  rendition  of  such  statements, 
as  required  by  law,  become  less  than  the  amount  determined  in  the 
statement  last  filed,  then  every  such  company  shall  file,  within  ten 
days  after  such  diminution  of  its  capital  and  surplus,  a  condensed 
statement  sworn  to  by  one  of  its  principal  officers  at  the  home  office, 
showing  the  nature  and  extent  of  such  diminution ;  and  the  amount  of 
such  capital  and  surplus  remaining  shall  be  the  basis  for  risks  until 
the  rendition  of  the  next  quarterly  statement. 

6.  Every  such  company  shall  nle  in  this  Department,  during  the 
months  or  January,  Apnl,  July,  and  October  of  each  year,  a  report 
giving  an  itemized  statement  oi  all  recognizances,  stipulations,  bonds, 
or  undertakings  which  such  company  shall  have  executed  during  the 
previous  three  months  in  excess  of  10  per  cent  of  its  paid-up  capital 
an*  surplus,  showing  the  character  and  penalty  of  such  obliga- 
tions, the  nature  and  amount  of  indemnity,  collateral,  or  reinsurance 
thereon,  and  such  other  information  in  regard  thereto  as  may  be 
required. 

t.  Any  violations  of  the  provisions  of  this  order  or  failure  on  the 

Cart  of  any  company  to  comply  promptly  with  its  requirements  will 
e  considered  ground  for  refusing  thereafter  to  accept  such  oompany 
*s  surety  upon  any  recognizance,  stipulation,  bond,  or  undertaKing 
^der  this  Department,  and  for  recommending  to  the  Attorney-Gen- 
eral that  the  authority  of  such  company  to  do  business  under  the  act 
above  referred  to  be  revoked. 

8.  Department  order  of  June  6,  1904,  entitled  "  C!orporate  sureties 
on  official  bonds — 10  per  cent  limit,"  is  hereby  canceled  and  revoked. 

E.  A.  Hitchcock,  Secretary. 


REGULATIONS  OF  THE  CIVIL  SERVICE  COMMISSION. 


S.  Doc.  396,  59-2,  pt  1 8  118 
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latioii  therefor  by  C<Higress,  except  that  of  the  annual  report  of  the 
wftd  of  the  Department  without  appendices  there  may  be  printed  in 
my  one  fiscal  year  not  to  exceed  five  thousand  copies,  bound  in  pam- 
^itet  form;  and  of  the  reports  of  chiefs  of  bureaus  without  ap- 
lendiccs  there  may  be  printed  in  any  one  fiscal  year  not  to  exceed 
■wo  thou^nd  five  hundred  copien,  bound  in  pamphlet  form.  *  *  * 
Heads  of  Executive  Departments  shall  direct  whether  reports  made 
o  than  by  bureau  chiefs  and  chiefs  of  divisions  shall  be  printed  or 

lOt 

Sbc.  91.  The  annual  reports  of  executive  officers  shall  be  printed  in 
lie  same  type  and  form  as  the  report  of  the  head  of  the  Department 
vhich  it  accompanies,  unless  otherwise  ordered  by  the  Joint  Commit- 
ee  on  Printing. 

Sec.  92.  Government  publications  printed  for  or  received  by  the 
Executive  Departments,  whether  for  official  use  or  for  distribution, 
ihall  be  distriljuted  by  a  competent  person  detailed  to  such  duty  in 
fmch  Department  by  the  head  thereof.  He  shall  keep  an  account  in 
letail  or  all  publications  received  and  distributed  by  him.  He  shall 
9re\'ent  duplication  and  make  detailed  report  to  the  bead  of  the  De- 
Hirtment,  who  shall  transmit  the  same  annually  to  Congress. 

Sec.  93.  When  any  Department,  the  Supreme  Court,  the  Court  of 
Claims,  or  the  Library  of  Congress  shall  require  printing  or  binding 
o  be  done,  it  shall  be  on  certificate  that  such  work  be  necessary  for 
he  public  service;  whereupon  the  Public  Printer  shall  furnish  an 
stimate  of  the  cost  by  the  principal  items  for  such  printing  or  bind- 
ng  so  called  for,  after  which  requisitions  shall  be  made  upon  him 
herefor  by  the  head  of  such  Department,  the  clerk  of  tlie  Supreme 
IJourt,  Chief  Justice  of  the  Court  of  Claims,  or  the  Librarian  of 
IV»ngress;  and  the  Public  Printer  shall  place  the  cost  thereof  to  the 
iebit  of  such  Department  in  its  annual  appropriation  for  printing 
ind  binding. 

Sec.  94.  No  head  of  any  Executive  Department,  or  of  any  bureau, 
iranch,  or  office  of  the  Government,  shall  cause  to  be  printed,  nor 
ihall  the  Public  Printer  print,  any  document  or  matter  except  that 
irhich  is  authorized  by  law  and  necessary  to  the  public  business;  and 
^eciitive  officers,  before  transmitting  their  annitnl  reports,  sliall  care- 
folly  examine  the  same  and  all  accompanying  dwuments,  and  exclude 
herefrom  all  matter,  including  engravings,  maps,  drawings,  and 
llustrations,  except  such  as  they  shall  certify  in  their  letters  trans- 
nitting  such  reports  are  necessary  and  relate  entirely  to  the  transac- 
ion  of  the  public  business. 

PUBLIC  RESOLUTrON— No.  1*.    Approred  M»roh  80.  IWW. 

That  hereafter,  in  the  printingand  binding  of  documents  or  reports 
imanating  from  the  E.xecutive  Departments,  bureaus,  and  independ- 
snt  offices  of  the  Government,  the  cost  of  which  is  now  charged  to 
he  allotment  for  printing  and  binding  for  Congi-css,  or  to  appropri- 
Ltions  or  allotments  of  appropriations  other  than  those  matte  to  the 
Executive  Departments,  bureaus,  or  independent  offices  of  the  Gov- 
imment,  the  cost  of  illustrations,  composition,  stereotyping,  and  other 
irork  involved  in  the  actual  preparation  for  printing,  apart  from  the 
n«ation  of  manuscript,  shall  be  charged  to  the  appropriation  or 
illottnent  of  appropriation  for  the  printing  and  binding  of  the  De- 
sartment,  bureau,  or  independent  omce  of  the  Government  in  which 
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Class  6. — ^All  persons  receivinj^  an  annual  salary  of  $2,000  or  morei 
or  a  compensation  at  the  rate  of  S2,000  or  more,  out  less  than  $2,500 
per  annum. 

CUi88  6. — ^All  persons  receivinj^  an  annual  salary  of  S2,500  or  more, 
or  a  compensation  at  the  rate  of  $2,500  or  more  per  anniun. 

(2.) 

Schedule  A. — ^Fiduciary  positions:  The  oflScers.  chiefs  of  dririsionSy 
tellers,  assistant  tellers,  and  other  employees  in  tne  several  monetary 
divisions,  embracing  those  engaged  in  the  handling  of  money,  bonds, 
coupons,  checks,  and  other  representatives  of  money. 

Schedule  B.— Clerical  positions:  Chiefs  of  division,  bookkeepers, 
and  other  employees  engaged  upon  merely  clerical  work. 

Schedule  u. — Miscellaneous  positions:  Emplovees  in  nonclerical 
positions,  including  the  superintendent  of  the  building,  detectives, 
messengers,  hall  men,  and  porters. 

Schedule  D. — ^Employees  naving  the  care  and  custody  of  the  build- 
ing, including  engineers,  watchmen,  janitors,  and  laborers. 

n. — Examinations. 

Where  vacancies  can  not  be  suitably  filled  by  transfer  or  promotion, 
the  following  competitive  examinations  shall  be  provided  to  test  the 
fitness  of  appUcants  for  admission  to  the  different  schedules,  and  spe- 
cial registers  shall  be  estabUshed  for  this  service,  copies  of  wnich  shall 
be  kept  by  the  local  subtreasury  civil-service  boards: 

Schedule  A. — The  existing  first-grade  examination  in  orthography, 
penmanship,  copying,  letter  writing,  and  arithmetic,  and  sucm  other 
subjects  pertaining  to  the  duties  of  the  position  to  be  filled  as  tiie 
assistant  treasurer  may  determine.  Applicants  for  examination  for 
this  schedule  must  have  had  at  least  tnree  years  of  experience  in 
similar  duties. 

Schedule  B. — ^The  existing  first-grade  examination  in  orthography, 
penmanship,  copying,  letter  writing,  and  arithmetic,  and  for  appoint- 
ments to  vacancies  in  the  class  of  bookkeepers  which  can  not  be  filled 
by  promotion,  the  elements  of  bookkeeping.  Applicants  for  exami- 
nation for  this  schedule  must  have  had  at  least  tnree  years  of  expe- 
rience in  similar  duties. 

Schedule  C. — ^The  existing  third-grade  examination  in  orthography, 
penmansliip,  copying,  letter  writing,  and  arithmetic,  and  su(3i  prac- 
tical questions  pertaining  to  the  duties  of  the  position  to  be  filled  as 
the  assistant  treasurer  may  determine. 

Schedule  D. — Noneducational  tests,  the  applicant  to  be  graded  upon 

(1)  physical  ability  as  determined  by  age  and  physical  condition, 

(2)  ability  and  cliaracter  as  workman,  (3)  experience,  as  brought  out 
in  answers  to  questions  in  the  application  and  vouchers,  and  the 
medical  certificate. 

Rigid  tests  of  character  and  integrity  shall  be  appUed  to  all  appli- 
cants by  tlie  local  subtreasury  civil-service  boards,  and  only  tnose 
satisfactorily  meeting  such  tests  shall  be  eligible  to  compete  in  the 
examinations.  The  tests  shall  consist  of  confidential  inquiries  to 
former  employers  and  others,  and  such  other  means  as  may  oe  found 
practicable  and  satisfactory  to  the  several  assistant  treasurers  and  the 
Civil  Service  Commission. 
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In  addition  to  the  subjects  above  enumerated,  e^roerience  in  similar 
duties  shall  be  considered  an  element  in  each  of  these  examinations 
for  Schedules  A  and  B,  to  be  graded  as  follows: 

Less  than  three  years'  experience,  excluded  from  examination. 

For  three  years'  experience,  a  credit  of  70  per  cent. 

For  four  years'  experience,  a  credit  of  75  per  cent. 

For  five  years'  experience,  a  credit  of  80  per  cent. 

For  six  years'  experience,  a  credit  of  85  per  cent. 

For  seven  years'  experience,  a  credit  of  90  per  cent. 

For  eight  years'  experience,  a  credit  of  95  per  cent. 

For  nine  years'  experience,  a  credit  of  98  per  cent. 

For  ten  or  more  years'  experience,  a  credit  of  100  per  cent. 

The  subject  of  experience  shall  have  a  relative  weight  of  at  least 
30  per  cent  of  the  entire  examination. 

A  board  of  examiners  shall  be  appointed  in  each  subtreasury  from 
among  the  officers  and  employees  therein,  in  accordance  with  civil- 
service  Rule  IV,  section  6. 

in. — ^Peomotions  and  Tbansfebs. 

No  promotion  shall  be  made  from  Schedule  C  to  any  position  in 
Schedules  A  or  B  until  after  one  year's  service,  except  where  there 
are  no  elijgibles  who  are  willing  to  accept  such  promotion,  and  after 
examination  prescribed  for  original  entrance  to  the  position  to  which 
promotion  is  proposed.  Promotions  may  be  made  from  one  class  to 
another  class  within  a  schedule,  or  from  Schedule  B  to  Schedule  A, 
upon  such  tests  of  fitness  as  the  assistant  treasurer  may  determine, 
not  disapproved  by  the  United  States  Civil  Service  Commission  at 
Washington,  D.  C,  subject  to  the  provisions  of  civil-service  Rule  XI. 

No  promotions  shall  oe  made  from  Schedule  D  to  any  position  in 
the  otner  schedules^  except  after  examination  prescribed  for  original 
entrance  to  the  position  to  which  promotion  is  proposed. 

An  efficiency  record  shall  be  established  in  each  division,  and  the 
assistant  treasurer  shall  have  the  power  to  reduce  an  employee  from 
one  class  to  a  lower  class  in  case  tne  employee  does  not  attam  to  the 
Tnininnmn  rate  efficiency  fixed  for  such  class;  but  transfers  from  a 
lower  class  to  a  higher  class  shall  be  made  only  in  accordance  with  the 
tests  provided  for  in  the  preceding  paragraph. 

IV. — ^MlSOELLANEOUS. 

No  officer  shall  dismiss^  or  cause  to  be  dismissed,  or  make  any 
demand  to  procure  the  dismissal  of,  or  in  any  manner  change  the 
official  rank  or  compensation  of  any  other  person  in  the  subtreasury 
service  because  of  his  political  or  religious  opinions  or  affiUations. 

The  provisions  of  the  civil  service  act  relating  to  poUtical  assess- 
ments will  be  strictly  observed. 

Nothing  in  these  regulations  shall  be  permitted  to  interfere  in  any 
way  with  the  assignment  of  any  employee  in  the  subtreasury  service 
to  any  temporary  duty  that  may  be  aeemed  necessary  by  the  assistant 
treasurer. 

These  regulations  shall  take  effect  on  and  after  August  10,  1899. 

L.  J.  Gage,  Secretary, 
Approved  August  9^  1899. 
By  order  of  the  Civil  Service  Commission: 

John  R.  Fbooteb,  Presidevi. 
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PBOMOnOVB  n  the  BAILWAT  mail  8BEVIGB. 

June  15,  1900. 

In  pursuance  of  the  requirements  of  section  7  of  the  civil-service 
act,  and  in  confonnity  with  civil-service  Rule  XI,  promul^ted  by 
the  President  on  the  6th  day  of  May,  1896,  the  following  regulations 

S governing  promotions  in  the  Railway^  Mail  Service  have  oeen  formu- 
ated  by  tne  Civil  Service  Commission,  after  consulation  witli  the 
Postmaster-General,  and  are  hereby  promulgated: 

Regulation  I. 

The  general  superintendent,  the  assistant  general  superintendent, 
and  the  chief  clerk  of  the  Railway  Mail  Service  shall  constitute  the 
board  of  promotion,  subject  to  the  provisions  of  section  3  of  civil- 
service  Rule  XI. 

Regulation  IL 

For  the  purpose  of  defining  the  order  of  promotion  under  these 
regulations,  the  officers  and  employees  shall  be  classiUSed  as  follows: 

The  classification  up  to  and  including  class  5  shall  be  as  provided 
in  section  1402  of  the  postal  laws  and  regulations  of  1902. 

Class  5  shall  include  clerks  in  charge  of  full  railway  post-offices 
and  clerks  assigned  to  duty  in  the  various  offices  of  the  servicfe  and 
receiving  a  salary  of  $1,400  per  annum. 

Class  6  shall  mclude  clerks  in  charge  on  trains  carrying  two  or 
more  full  railway  post-office  cars  and  clerks  assigned  to  duty  in  the 
various  offices  of  the  service  and  receiving  a  salary  of  $1,500  per 
annum. 

Class  7  shall  include  all  persons  designated  as  chief  clerks  and 
receiving  a  salary  of  $1,600  per  annum. 

Class  8  shall  include  all  assistant  division  superintendents,  assist- 
ant superintendents,  and  the  assistant  chief  clerk  in  the  office  of  the 
general  superintendent. 

Class  9  shall  include  the  assistant  general  superintendent,  superin- 
tendents of  divisions,  and  the  chief  clerk  in  the  office  of  the  general 
superintendent. 

Class  10  shall  include  the  general  superintendent. 

Regulation  III. 

1.  All  vacancies  above  those  in  the  lowest  class,  not  filled  by  rein- 
statement, transfer,  or  reduction,  shall  be  filled  by  promotion:  Pro^ 
videdj  That  if  there  is  no  person  eligible  for  promotion,  or  if  the 
vacant  position  requires  the  exercise  of  technical  or  professional 
knowledge,  it  may  be  filled  through  certification  from  the  Civil  Serv- 
ice Commission. 

2.  A  vacancy  in  any  class,  except  the  lowest,  up  to  and  including 
class  6,  shall  be  filled  by  the  promotion  of  an  eligible  from  the  next 
lower  class  of  the  same  railway  post-office.  When  a  vacancy  exists, 
the  board  of  promotion  shall  certify  to  the  Postmaster-General  the 
names  of  the  highest  three  eligibles,  and  from  these  names  a  selec- 
tion shall  be  made:  Provided,  That  if  there  shall  be  in  the  same  raU- 
way  post-office  less  than  three  eligibles  in  the  class  next  below  that 
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in  which  the  vacancy  exists,  and  if  the  Postmaster-General  shall 
require  a  full  certification,  the  board  of  promotion  shall  certify,  in 
addition,  as  many  as  necessary  of  the  highest  eligibles  in  the  corre- 
sponding class  or  the  connectmg  or  adjacent  rauway  post-oflBce  in 
tne^  same  division  whose  clerks,  by  reason  of  the  character  of  the 
mail  handled  therein,  are,  in  the  opinion  of  the  board,  best  (qualified. 
3.  A  vacancy  in  any  class  except  the  lowest,  up  to  and  including 
class  6,  in  an  office  other  than  a  railway  post-office,  shall  be  fillea 
by  the  promotion  of  an  eligible  from  the  next  lower  class  of  the  same 
ouice.    When  such  vacancy  exists,  the  board  of  promotion  shall  cer- 
tify to  the  Postmaster-General  the  names  of  the  highest  three  eligi- 
W^,  and  from  these  names  a  selection  shall  be  made:  Provided,  That 
i  tViere  shall  be  in  the  same  office  less  than  three  elipbles  in  the  class 
i^^xt  below  that  in  which  the  vacancy  exists,  and  if  the  Postmaster- 
General  shall  require  a  full  certification,  the  board  of  promotion  shall 
certify,  in  addition,  as  many  as  necessary  of  the  hignest  eligibles  in 
the  corresponding  class  of  the  railway  post-offices  in  the  same  division. 

4.  When  a  vacancy  exists  in  class  7,  the  board  of  promotion  shall 
certify  to  the  Postmaster-General  the  names  of  the  highest  three  eli- 
gibles in  class  6  in  the  division  in  which  the  vacancy  exists,  and  from 
uiese  names  the  Postmaster-General  shall  make  ms  selection:  Pro- 
videdf  That  if  there  shall  be  in  the  division  less  than  three  eligibles  in 
class  6,  and  if  the  Postmaster-General  requires  a  full  certmcation, 
the  board  of  promotion  shall  certify,  in  addition,  as  many  as  neces- 
sary of  the  highest  eligibles  in  the  corresponding  class  in  the  other 
divisions. 

5.  When  a  vacancy  exists  in  class  8,  the  board  of  promotion  shall 
certify  to  the  Postmaster-General  the  names  of  the  highest  three  eli- 
gibles in  class  7  in  the  division  in  which  the  vacancy  exists,  and  from 
these  names  the  Postmaster-General  shall  make  his  selection:  Provided, 
That  if  there  shall  be  in  the  division  less  than  three  eligibles  in  class  7. 
and  if  the  Postmaster-General  requires  a  full  certffication,  the  boara 
of  promotion  shall  certify,  in  addition,  as  many  as  necessary  of  the 
hignest  eligibles  in  the  corresponding  class  in  the  other  divisions:  And 
provided  mrOter,  That  if  the  duties  to  be  performed  in  the  vacant 
position  be  not  confined  to  any  division,  the  board  of  promotion  shall 
certifp"  the  three  eligibles  in  the  service  who,  in  the  opinion  of  the 
board,  are  best  qualified  for  the  duties  to  be  performea  and  for  the 
responsibilities  of  the  office.  Clerks  detailed  to  the  office  of  the  gen- 
eral superintendent  shall  be  considered  for  promotion  in  the  divisions 
from  which  they  are  detailed. 

6.  When  a  vacancy  exists  in  class  9,  the  board  of  promotion  shall 
certify  to  the  Postmaster-General  the  names  of  the  tnree  eligibles  in 
class  8  who  are  best  qualified  for  the  duties  to  be  performed  and  for 
the  responsibilities  of  the  office,  and  from  these  names  the  Postmaster- 
General  shall  make  his  selection. 

7.  When  a  vacancy  exists  in  class  10,  the  Postmaster-General  shall 
promote  any  person  from  the  next  lower  class  whom  he  may  consider 
qualified. 

Regulation  IV. 

1.  No  clerk  below  class  7  shall  be  eligible  for  promotion  who  has 
not  passed  examination  on  the  States  or  cities  he  is  required  to  be 
examined  upon,  with  a  standing  of  95  per  cent  or  better,  within  three 
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years  next  preceding  the  date  of  vacancy;  and  to  determine  his  eligi- 
oility  his  last  examination  on  each  State  shall  alone  be  considered. 

2.  No  person  shall  be  promoted  by  detail  or  transfer  to  a  position 
which  may  be  filled  by  a  promotion  of  an  employee  who  is  eligible 
under  these  regulations. 

Regulation  V. 

1.  The  case  examination  and  car  record  of  a  clerk  shall  constitute 
the  examination  for  promotion  to  any  position  in  a  railway  post^ffice. 
No  reexamination  shall  be  required  for  promotion  to  higher  posi- 
tions, eligibiUty  for  promotion  being  determined  by  the  boa^  of  pro- 
motion after  considering  such  quahties  as  judgment,  character,  abil- 
ity, and  general  qualifications  or  the  persons  competing.  Records  of 
efficiency  and  case  examinations  shall  be  made  in  such  maimer  and  on 
such  forms  as  may  be  prescribed  by  the  board  of  promotion  after  con- 
sultation with  the  Postmaster-General,  and  shall  embrace  the  elements 
which  are  essential  to  a  fair  and  accurate  determination  of  relative 
merit. 

2.  When,  in  the  opinion  of  the  board  of  promotion,  the  qualifica- 
tions of  eUgibles  are  practically  equal,  they  shall  be  certified  in  the 
order  of  their  appointment  to  the  class  and  line,  or  office,  to  whicdi 
they  are  assigned. 
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united  states  coast  and  geodetic  subvet. 

January  30,  1902. 

1.  Examinations  for  appointment  to  the  Service  will  be  held  by  the 
examiners  of  the  United  States  Civil  Service  Commission  at  such  times 
as  the  Commission  may  designate.  Examinations  for  promotion  in 
the  same  grade  will  be  held  by  departmental  boards  of  the  Treasury  at 
such  times  and  places  as  the  Secretary  may  desi^ate,  and  all  papers 
of  such  examinations  shall  be  forwarded  to  Washington  if  necessary 
and  marked  by  the  departmental  board  of  the  Treasury.  AU  other 
promotion  examinations  and  those  for  transfer  shall  be  conducted  by 
the  examiners  of  the  United  States  Civil  Service  Commission. 

2.  These  rules  shall  apply  to  appointment,  promotion,  or  transfer  to 
the  following  positions,  viz: 

Watch  officers.  Chief  engineers,  third  claas. 

Deck  officers,  first  class.  Surgeons. 

Deck  officers,  second  class.  Assistant  surgeons. 

Deck  officers,  third  class.  Captain's  clerks. 

Chief  engineers,  first  class.  Junior  captain's  clerks. 

Chief  engineers,  second  class. 

3.  A  vacancy  in  any  position  may  be  filled  in  any  of  the  following 
ways: 

By  the  promotion  or  transfer  of  a  person  in  one  of  the  positions 
specified. 

By  the  transfer  of  a  qualified  person  from  another  branch  of  the 
classified  service. 

By  selection  after  examination  in  the  maimer  provided  for  in  these 
regulations. 
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By  selection  from  other  suitable  existing  registers  of  persons  found 
^xiaufied  by  examination  by  the  United  Stisttes  CSvil  Service  Commis- 

4.  Applicants  for  these  positions  must  pass  a  physical  examination 
5^^der  tne  rules  prescribed  oy  the  United  States  Marine-Hospital  Serv- 
^o«  before  a  marine-hospital  sui^eon,  or  some  other  qualified  siu*geon, 
^^lio  wiU  certify  that  he  has  made  the  prescribed  examination. 

^    Blank  forms  for  the  medical  examination  and  forms  for  application 

^Or  examination  will  be  furnished  on  application  to  the  UnitM  States 

^vil  Service  Commission,  Washington,  D.  G.    The  blanks  when  filled 

^t  must  be  filed  with  the  United  States  Civil  Service  Commission  at 

nashington,  D.  C. 

5.  No  application  for  appointment  shall  be  accepted  from  any  per- 
son who  can  not  give  satisfactory  evidence  as  to  his  character  and 
int^rity,  and  before  such  person  is  selected  for  appointment  such 
further  inquiry  shall  be  made  as  to.  his  character  as  the  Secretary  of 
the  Treasury  may  direct,  and  if  the  information  obtained  does  not 
support  the  evidence  filea  with  the  application  and  vouchers  the  cer- 
tincation  shall  be  returned  to  the  Commission  with  a  statement  of 
the  facts  ascertained. 

6.  All  of  the  rules  of  the  United  States  Civil  Service  Commission 
relative  to  false  statements  in  the  application  forms,  or  attempts  to 
practice  any  deception*  or  fraud,  or  disclosiu*e  of  an  applicant's  politi- 
cal or  rel^ous  opinions,  must  oe  strictly  enforced. 

7.  Origmal  appointments  to  these  positions  shall  be  made  to  the 
proper  ^ade  and  to  the  lowest  class  in  the  grade,  except  in  the  ^rade 
of  'deck  officers/'  where  appointment  may  be  made  to  the  position 
of  deck  officer,  second  class,  u  the  appUcant  was  registered  and  exam- 
ined for  this  position  and  he  gives  satisfactory  evidence  of  the  required 
qu^ifications  and  experience  as  hereinafter  prescribed  (par.  19). 

8.  All  apphcants  for  appointment  to  these  positions  in  all  the 
grades  shall  be  subjected  to  the  competitive  educational  and  regis- 
tration requirements  hereinafter  prescribed. 

PBOMOTIONS. 

9.  Promotions  shall  be  recommended  by  the  superintendent  as  the 
necessities  of  the  Service  may  require. 

10.  Selections  for  examination  for  promotion  shall  be  made  by  the 
superintendent  from  the  next  lower  class  in  each  grade  so  far  as 
{>ossible.  In  making  selections,  due  weight  shall  be  given  to  the 
reports  on  fitness  by  the  commanding  officers.  In  exceptional  cases, 
wnen  the  reports  on  fitness  show  marked  adaptability,  selections  mav 
be  made  for  transfer  or  promotion  from  either  of  the  grades  specified.. 

11.  Selection  for  promotion  in  the  grade  of  watch  officer  will  depend 
upon  the  officer's  usefulness  as  a  seaman  and  in  surveying,  when  the 
opportunity  shall  occur  to  promote  him. 

12.  Selection  for  promotion  in  the  grade  of  chief  engineer  will 
depend  upon  the  officer's  efficiency  as  an  engineer  and  his  usefulness 
in  the  surveying  work  that  he  may  be  called  upon  to  assist  in,  when 
the  opportunity  shall  occur  to  promote  him. 

13.  Selection  for  promotion  in  the  grade  of  surgeon  will  depend 
upon  Uie  officer's  emciency  as  a  surgeon  and  his  usefulness  in  the 
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surveying  work  that  he  may  be  called  upon  to  assist  in,  when  the 
opportunity  shall  occur  to  promote  him. 

14.  The  practice  of  deceit  or  fraud  in  the  examination  for  promo- 
tion by  any  person  required  to  take  such  examination,  shall  be  cause 
for  dismissal  from  the  Service. 

15.  The  Superintendent  of  the  Coast  and  Geodetic  Survey  having 
sufficient  reason  to  believe  that  a  promotion  has  been  secured  by 
deceit  or  fraud  shall  immediately  submit  the  charges  in  writing  to  tfaiie 
accused  person,  who  shall  forthwith  replj  thereto  m  writing  and  if  the 
charges  are  not  refuted  to  the  satisfaction  of  the  Superintendent,  he 
shall  immediately  recommend  to  the  Secretary  of  tne  Treasury  the 
appointment  of  a  board  of  investigation  to  inquire  into  the  cliarees 
and  nominate  at  the  same  time  three  officers  of  the  Survey  or  other 
persons  in  the  classified  service  to  constitute  the  board.  If  the 
superintendent  shall  consider  the  reply  of  the  accused  sufficient,  and 
that  no  further  action  is  necessary,  ne  shall  make  an  indorsement  to 
that  effect  and  forward  all  the  papers  to  the  Secretary  of  the  Treasury 
for  his  consideration,  and  notiiy  the  accused  of  his  disposition  of  the 
case. 

16.  All  promotions  and  transfers  in  the  grades  shall  be  immediately 
certified  te  the  United  States  Civil  Service  Commission,  through  the 
Secretary  of  the  Treasury. 

QUALIFICATIONS. 

17.  Applicants  for  original  entry  as  watch  officer  will  be  required  to 
exhibit  a  license  from  the  United  States  local  inspecters  of  steam 
vessels  as  second  mate  or  higher  for  ocean  500  tens.  Age  limit  21  to 
36  years. 

18.  Wateh  officers  shall  preferably  be  appoiated  by  promotion  from 
the  lower  grades  when  there  are  persons  m  those  graaes  qualified  for 
promotion. 

19.  An  applicant  for  original  entry  as  deck  officer,  second  class,  will 
be  required  to  furnish  satisfactory  evidence  that  he  has  had  several 
years'  experience  on  the  water  in  the  management  of  boats  and  small 
craft,  or  that  he  is  a  graduate  of  a  technical  school  of  recomized 
standing  and  has  reasonable  familiarity  with  surveying  methoos  and 
instruments.     Age  limit  not  te  exceed  25  years. 

20.  Applications  for  original  entry  as  deck  officer,  third  class,  may 
be  made  by  all  young  men  over  18  and  not  older  than  25  years. 

21.  Applicants  for  original  entry  as  chief  engineer  must  exhibit  a 
license  irom  the  United  States  local  inspecters  of  steam  vessels  as 
"Chief  engineer  for  ocean  500  tons."     Age  limit  25  to  45  years. 

22.  Applicants  for  original  entry  as  assistant  su^eon  will  be 
required  to  pass  the  examination  prescribed  for  the  United  States 
Marine-Hospital  Service  for  acting  assistant  surgeon  of  that  Service. 
Age  lioait  20  years  or  over. 

23.  Application  for  original  entry  as  junior  captain's  clerk  may  be 
made  by  all  young  men  over  18  and  not  older  than  25  years. 

24.  The  probationary  period  of  officers  of  these  grades  shall  be  six 
months,  but  retention  in  the  Service  beyond  this  period  shall  not  be 
equivalent  to  absolute  appointment,  for  the  reason  that  the  proba- 
tioner at  the  expiration  oi  the  probationary  period  may  be  on  a  oniise 
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or  otherwise  so  situated  that  a  report  concerning  his  conduct  and 
capacity  can  not  then  be  received.  He  may  therefore  be  absolutely 
appointed  or  be  separated  from  the  Service  when  the  report  of  his 
supervising  officer  upon  his  conduct  and  capacity  during  probation  is 
received. 

25.  Persons  taking  these  examinations  for  original  entry  into  the 
Service  must  secure  a  mark  of  70  in  the  general  average  of  the  com- 
bined testS;  but  any  person  who  fails  to  secure  a  mark  of  65  in  either 
of  the  tests  must  be  rejected  regardless  of  his  mark  in  the  other  test. 

26.  In  the  registration  tests  for  original  entry  into  the  Service^ 
unless  the  vouchers  for  deportment  demonstrate  tnat  the  applicant  is 
a  man  of  good  habits,  that  he  does  not  now  indulge  and  never  has 
indulged  in  the  use  of  stimulants  or  spirituous  liquors  to  a  degree  that 
iias  caused  comment  by  his  friends  or  associates,  or  the  sixers  of  the 
vouchers;  and  that  he  has  a  reputation  for  honesty  and  mteerity  in 
the  community  in  which  he  lives  and  among  his  friends  where  he  may 
be  or  has  been  employed,  the  examiner  shaU  mark  the  vouchers  imder 
the  head  of  deportment  at  zero. 

EXAMINATIONS  FOB  PROMOTION  AND  TRANSFER  FROM  OTHER 

BRANCHES  OF  THE  PUBLIC  SEBVICE. 

27.  In  all  cases  of  promotion  from  one  class  (salary)  to  a  higher 
class  (salary)  in  the  same  grade,  or  from  one  grade  to  another  grade, 
the  examination  shall  be  proportioned  to  the  advancement  ana 
include  such  practical  tests  or  questions  as  will  determine  the  progress 
the  officer  has  made  through  study  and  experience  to  qualify  him  for 
more  responsible  duties. 

28.  The  Board  of  Examiners  at  the  Treasury  Department  or  the 
examiners  of  the  United  States  Civil  Service  Commission  will  super- 
vise these  examinations  in  accordance  with  the  provisions  of  the  civil- 
service  rules. 

29.  No  registration  tests  will  be  required  in  the  examinations  for 
promotion,  but  the  Superintendent  of  the  Coast  and  Geodetic  Survey 
will  in  each  case  mark  the  subjects  of  the  registration  tests  and  certify 
the  marks  to  the  board  of  examiners  to  be  combined  with  the  educa- 
tional tests  for  the  general  average  of  combined  tests  in  the  same 
manner  as  herein  provided  for  combining  the  tests  in  the  examination 
for  original  entry  into  the  Service. 

30.  Any  officer  failing  to  pass  an  examination  for  promotion  and 
who  shall  DC  ordered  before  the  board  for  a  second  examination  within 
one  year  thereafter  and  shall  fail  to  pass  the  second  time,  shall  be 
immediately  separated  from  the  Service. 

31.  Persons  to  be  transferred  from  another  branch  of  the  public 
service  to  the  grades  specified  in  these  rules  shall  be  required  to  pass 
the  r^stration  tests  and  the  educational  tests  provided  for  the  grade 
to  which  they  are  to  be  transferred,  unless  the  United  States  Civil 
Service  Commission  decide  imder  the  rules  of  the  Commission  that 
his  examination  for  original  entry  into  the  public  service  is  a  sufficient 
substitute  for  the  educational  tests.  But  in  either  case  the  registra- 
tion forms  must  also  be  filled  out  by  the  chief  of  bureau  in  which  the 
applicant  for  transfer  is  serving,  and  the  rating  thereon  will  be  com- 
bined with  the  educational  tests  as  herein  provided  to  ascertain  the 
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general  averaee  of  the  combined  tests  for  original  entry  into  tbe 
Service;  and  me  transfer  shall  not  be  authorized  unless  the  mark  for 
the  general  average  of  the  combined  tests  found  in  this  way  in  the 
examination  for  transfer  shall  be  70  or  more. 

Approved: 

O.  H.  TrrTMAN,  Supermtendent  U.  8.  Coast  amd  Oeodetic  Swvey. 

Approved: 

L.  J.  Gage,  Secretary  of  the  Treasury. 

Approved,  by  order  of  the  U.  S.  QvU  Service  Commission: 
John  R.  Procter,  President. 

BZAMINATION  FOB  ORIGINAL  BNTBT. 

Watch  officers  (educational  tests). 

Subject—  Wal^t 

1.  Aritlimetic,  including  proportion 5 

2.  Algebra,  including  equations,  second  degree 5 

3.  Plane  and  spherical  trigonometry 10 

4.  Logarithms^  the  practical  use  of 10 

5.  Letter  writing 5 

6.  Penmanship 5 

7.  Freehand  exercise  in  drawing 10 

8.  Practical  tests  or  questions  on  seamanship,  vessels,  etc 50 

100 

Watch  officers  {registration  test). 

Subject — 

1.  Experience , 10 

2.  Obedience 10 

3.  Promptness 10 

4.  Reliability 10 

6.  Deportment 60 

100 
Weight.    Marks.     Produet. 

Educational  tests 2     X     65     =  130 

Registration  te^ts 1     X  100    =100 

3  230 

General  average  of  combined  tests,  230-1-3=76.6  passes. 

EXAMINATION  FOR  ORIGINAL  BNTBT. 

Deck  officers^  classes  t  and  S  (educational  tests). 

Subject —  W«l^t 

1.  Arithmetic,  including  interest  and  discount 6 

2.  Algebra,  including  equations,  second  degree 5 

3.  Trigonometry,  plane  and  spherical 10 

4.  Logarithms,  the  practical  use  of 10 

5.  Astronomy 10 

6.  Physics 5 

7.  Freehand  drawing 5 

8.  letter  writing 6 

9.  Penmanship 6 

10.  Government,  geography,  and  business 40 

100 

Registration  tests  (same  as  for  watch  officers). 
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■ZAMINATION  WOR  OBIOINAL  BKTET. 

Chirf  engineers,  dau  S  (educational  UsU), 

1.  Arithmetic,  induding  proportion 10 

2.  LogarithmB^  the  practical  use  of 10 

3.  Letter  writing 5 

4.  Pemnanahip 6 

6.  Mechanical  drawing 16 

6.  Spelling 5 

7.  Iractical  tests  or  questions  on  the  management  and  care  of  marine 

engines 60 


100 
Regiitration  tetts  (same  as  for  watch  officers). 

EXAMINATION  FOB  ORIGINAL  ENTBT. 
A»9istant  ewrgeont. 

All  medical  officers  tliat  shall  be  required  to  fill  vacancies  will  here- 
after b^  supplied  as  in  the  U.  S.  Marine-Hospital  Service. 

The  examination  is  to  be  the  same  as  the  examination  for  appoint- 
ment to  the  position  of  acting  assistant  surgeon  in  the  U.  S.  Marine- 
Hospital  Service. 

EXAMINATION  VOK  ORIGINAL  BNTBT. 

Junior  captain's  derh  (educational  tests). 

Subject —  Weight. 

1.  Arithmetic,  including  proportion,  interest,  and  discount 10 

2.  Logarithms,  the  practical  use  of 10 

3.  Booldceeping  or  elements  of  accounts 10 

4.  Letter  writing 6 

6.  Penmanship 10 

6.  Freehand  exercises  in  drawing 6 

7.  Practical  tests  or  questions  in  geography,  government,  bu^eas,  etc. .        50 

100 
Regiitration  tests  (nme  as  for  watch  officers). 

YOXJOHEB. 

Registration  tests. 

This  paper  to  be  filled  out  by  the  signer  of  it  in  his  own  handwriting. 
So  fsr  as  possible  it  should  give  the  opportunities  the  signer  has  had 
for  judging  the  applicant  in  the  qualincations  specified,  especially  in 
the  fiftn  subject,    deportment." 

The  expression  of  an  opinion  on  a  subject,  unaccompanied  by  a 
statement  to  show  what  opportunities  were  offorded  tne  signer  to 
enable  him  to  form  a  reliable  judgment,  will  react  on  the  applicant, 
as  opinions  without  evidence,  wiU  receive  a  low  mark. 

Tne  applicant  should  obtain  on  all  subjects,  vouchers  from  three  or 
more  persons,  one  of  whom  may  be  a  near  relative,  as  father,  brother, 
uncle,  cousin,  etc.,  the  others  if  practicable  should  be  from  persons 
under  whom  ne  has  been  employea.  If  the  applicant  is  just  CTaduat- 
ing  firom  a  school  or  college  aiid  nas  not  yet  been  employed  in  business. 
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vouchers  from  lus  trachera  will  be  estiaf actory ;  on  the  subject  ''e^»- 
rience,"  tlicy  can  refer  to  his  studies  and  proficiency  in  any  t«cluucal 
branch  of  study  lie  may  have  followed. 

It  is  desired  that  each  signer  shall  certify  to  each  subject;  but  if 
there  are  one  or  more  subjects  on  which  his  experience  does  not  permit 
hiTn  to  form  a  judfrment,  he  may  so  state  in  the  space  for  them. 

The  signers  of  these  vouchers  must  not  refer  m  any  way  to  the 
appHcunt's  political  or  reli^ous  beliefs  or  affiliations;  such  areferaiee 
will  render  the  voucher  void. 

All  of  the  vouchers  are  to  he  forwarded  to  the  United  States  CStA 
Service  Commission  by  the  apphcant  with  his  applicatioo. 


•B  btaaiog  to  be  OUfd  b;  Uw  HPtUool.) 


totnnbk'  i)i'-  ■  '■■:■  '■  i 

on  the  qQalilii'.Liii'iie  -d  1 
exDresB  vour  ludincfDi. 


s  profeeBion,  or  occupation,  and  lor  bow  many  yean  pMtT 
-liTp  lo  the  applicant,  if  any? 

I  riFirring  to  the  applicant  and  younelf  as  may  be  neceon; 

.  -nniiilo  the  oppfirtunitiefl  you  Lave  had  to  (ormaitidpfiml 
ij  iipplicaot  in  the  milijectB  on  which  you  are  requeued  to 
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VOUBTH  SUBJECT. 

Reliability, 

State  how  yoa  would  rate  the  applicant,  in  the  terms  and  manner  prescribed  for 
sabjects  2  ana  3,  for  the  following  qualifications: 

1-  What  degree  of  intelligence  and  adaptability  does  he  show  in  performing  duties 
lequiied  of  him? 

2.  L^  to  his  own  resources  in  the  performance  of  a  task,  to  what  degree  has  he  the 
discernment  and  tact  necessary  to  overcome  unexpected  difiiculties? 

3>  To  what  degree  has  he  resources  in  himseli  that  would  justify  him  in  being 
self-reliant  in  meeting  emergencies  in  a  business  career? 

4.  Or  in  a  more  active  occupation,  where  rapid  thought  and  quick  action  might 
frequently  be  required  in  the  performance  of  a  duty? 

imH  SUBJECT. 

Deportment, 

1.  Do  you  certify  to  his  honesty  in  money  matters? 

2.  Have  you  any  reason  to  believe  he  is  dilatory  in  paying  his  debts? 

3.  Does  he  live  extravagantly? 

4.  Does  he  use  coarse  limguage? 
Does  he  use  vulfi;ar  language? 
Does  he  use  profane  language? 

5.  Has  he  ever  used  spirituous  liquors  as  a  habit? 
To  what  extent  do^  he  use  them  now? 

Have  you  ever  seen  him  under  the  influence  of  drink? 

Have  you  ever  heard  of  his  being  under  the  influence  of  drink? 

Have  you  ever  heard  him  spoken  of  as  a  man  who  drinks  too  much? 

6.  Do  you  certify  to  his  being  a  sober,  industrious  man? 

7.  Have  you  ever  known  him  to  be  guilty  of  infamous  or  notoriouslv  disgraceful 
conduct?    Have  you  ever  heard  of  his  being  charged  with  such  conduct? 

8.  Has  he  always  conducted  himself  with  propriety  in  your  presence? 

9.  Has  he  ever  been  insolent  to  you? 

10.  Has  he  a  violent  temper? 

11.  Can  he  generally  control  his  temper? 

12.  Do  his  mends,  comrades,  and  associates  speak  well  of  him  as  a  man? 

13.  Do  you  think  thev  have  confidence  in  him  as  a  man? 

14.  Would  you  trust  nim  fully  in  any  transaction  you  believed  he  had  the  ability 
to  execute? 

15.  Add  any  further  remarks  that  you  think  would  add  to  the  evidence  of  the  man's 
worthiness. 
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Note. — ^The  following  reprint  is  changed  from  the  original  to  conform  to  the  present 
number  of  the  section  of  civil  service  Rule  IV,  edition  of  May  18, 1905.  Instructions 
as  to  the  grading  of  applicants  in  the  element  ** character  as  a  workman"  are  omitted 
to  conform  to  the  present  method  of  marking  as  required  by  Form  1086. 

United  States  Civil  Service  Commission, 

WashingtoUy  D,  (7.,  Jun^  4j  1902. 
The  following  information  is  issued  for  the  guidance  and  instruction 
of  local  boards  of  examiners  and  applicants  for  appointment  in  the 
Engineer  Department  at  large : 

Boards  of  examiners, — A  board  of  examiners  at  the  headquarters 
of  each  district  of  the  Engineer  Department  at  large  shall  De  com- 

Eosed  of  a  secretary,  vjce-secretary,  and  one  or  more  additional  mem- 
ers,  either  at  the  headquarters  or  at  various  parts  of  a  district  as  may- 
appear  necessary,  selected  by  the  Civil  Service  Commission  from  names 
submitted  by  the  local  officer. 


hi  ivfcrvr 


l„.-„li,,.. 

.\,.,JU 

<"'  


sliull 
Wlirll 


,l,..-l,„l|l 

iint pi' 


,.:;-::; 


';i:i;ii,ATiONS,  department  op  interioe.  I 

Tt  shall  be  the  duty  of  boards  of  examinen, 
rii's,  to  furnish  the  Commiseion  with  infomiatioa  . 
I'l'ils  of  the  service,  to  g^ve  out  apphcation  blanks 
o'liDition  to  applicants,  to  receive  applications  for 
in  educational  exaiuination  is  required,  to  grade 
isli  rcfristers  of  eliniblea,  and  to  do  such  other  work 

iir   central   board   herein   or  hereafter  flirecta. 
-.  in  the  performance  of  their  duties  as  such,  shall    | 
1 1\  i>ions  of  civil  service  Rule  IV,  section  1 . 
■  iliims  requiring  an  educational  t^st. — Applicationa    \ 
till'  Engineer  Department  at  large,  for  which  an    I 
iiJun  is  required,  shall  be  filed  by  the  applicants 
!■•■  I 'onimission  at  Washington,  D.  C.     Kegisters 
icpt  by  the  Commission,  from  which  certifications 

iippumtments  to  vacancies  in  sucli  positions 
n  iif  the  Civil  Service  Commission,  it  is  necessanr 
iiiii  ion  will  be  made  from  the  ehgiblea  of  the  di»- 
■•■  \-~  to  be  rendered. 

ih'iiis  requiring  no  educational  test. — Applications 
il:  iio  educational  test  shall  be  filed  with  the  board 

ili.strict  in  wliich  the  applicant  desires  employ- 
liiill  grade  the  applicant  m  ftge,  intelligence,  and 
~\rn]  condition,  m  accordance  with  the  following 


CIVIIi  BEBVIGE   COMMISSION.  129 

As  the  local  boards  are  responsible  for  the  lists  they  prepare,  it  is 
their  duty  to  investigate  fully  iJl  applications,  that  no  memcient  or 
improper  applicants  oe  made  eligible  for  appointment.  Certificates 
and  indorsements  of  imknown  parties  shoula  not  be  accepted  as  com- 
plete evidence  of  capacity  or  worthiness.  AU  applicants,  before  bein^ 
declarad  eligible,  must  appear  before  some  member  of  the  local  board 
for  personal  examination  by  inspection  and  questioning.  Applica- 
tions will  be  received,  personal  examination  made,  and  rating  pre- 
pared, by  any  member  of  such  board,  the  applications  being  for- 
warded to  the  board  at  headquarters  ror  furtner  consideration  and 
final  action. 

All  examination  papers  are  subject  to  review  by  the  Civil  Service 
Commission,  when  such  review  is  requested.  It  is  necessary,  there- 
fore, that  all  the  facts  upon  which  marking  is  based  by  a  local  civil- 
service  board  should  be  made  a  matter  of  record.  If  low  rating 
Dssults  from  personal  examination  or  verbal  evidence,  the  facts  shoula 
be  explained;  if  the  low  rating  is  the  result  of  documentary  evidence, 
such  documents  should  be  attached  to  examination  papers. 

Lists  of  diqibles.^SeDATAie  lists  for  the  various  positions  for  which 
there  are  eligibles  shall  oe  established,  the  names  or  the  eligibles  being 
entered  upon  the  registers  according  to  the  general  average  of  each 
respectively,  except  preference  claimants  under  section  1754  of  the 
Revised  Statutes,  whose  names  shall  head  the  lists.  Several  copies 
of  the  lists  of  eligibles  shall  be  prepared,  one  copy  to  be  retained  by  the 
board,  one  to  be  furnished  to  each  appointing  officer  in  the  district, 
one  to  be  sent  to  the  Chief  of  Engineers,  and  one  to  the  Civil  Service 
Commission.  A  list  of  all  eligibles  selected  for  employment  during 
the  month  preceding  that  for  which  the  lists  are  prepared  shall  be 
shown  in  connection  with  the  lists  of  eligibles. 

Registering  new  names, — On  the  first  dajr  of  each  month  the  board 
shall  prepare  new  lists,  the  names  of  all  eligibles  being;  entered  accord- 
ing to  the  relative  position  to  which  each  respectively  is  entitled. 
New  names  shall  not  be  entered  upon  any  of  the  lists  of  eligibles  on 
any  other  date  unless  a  particular  list  of  eligibles  is  entirely  ejuiausted. 
in  which  case  that  list  shall  be  replenished  and  copies  of  additional 
names  furnished.  Each  list  of  eligibles  should  be  complete  in  itself, 
and  should  contain  the  name  of  each  person  eligible  for  appointment 
in  the  district  to  which  it  relates,  on  the  date  of  issue.  Tne  term  of 
eligibility  is  one  year,  and  eligibles  whose  terms  have  expired  and 
those  who  have  been  appointea  should  not  appear  as  eligible. 

Preference  for  appoinimentj  section  1764,  Revised  Statutes. — ^The  Civil 
Service  Commission  will  decide  all  claims  of  preference,  basing  its 
decision  upon  the  records  of  the  War  and  Navy  Departments,  and 
will  inform  the  local  board  of  its  decision.  When  an  applicant  states 
that  he  was  discharged  from  the  miUtary  or  naval  service  on  accoimt 
of  disability  incurred  in  the  line  of  duty,  the  local  board  should  report 
the  name,  regiment,  and  company  or  vessel,  and  the  dates  or  his 
enlistment  and  discharge. 

It  is  a  mistaken  idea  that  all  honorably  discharged  soldiers  or  sailors 
are  entitled  to  preference  in  certification  or  appointment.  Section 
1754  of  the  Revised  Statutes  provides  that  persons  honorably  dis- 
charged from  the  military  or  naval  service  by  reason  of  disability 
resulting  from  woimds  or  sickness  incurred  in  the  line  of  duty  shaU 

&  Doc  396, 6^2,  pt  1 ^9 
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bn  [ircferred  for  apjinintnicntB  to  tli*  civil  ofiimK.  provided  Iher  «rc 
I'uiiiid  to  possess  tlie  l>iisme8S  capacity  necessarip-  for  the  proper  dis- 
dmrjj'e  uf  llie  tlulips  of  such  ollitrs.     A  perfton  ctiuiing  und«r  this 

firovision  of  luw  ha^  ihe  following  adviuitit^!«:  (a)  He  is  roleaeeii 
rom  all  ape  limitntions:  (b)  he  \ws  to  attain  a  ^neral  arcniiEe  of 
only  65  per  ctiiI  to  bn  eligible,  while  for  ult  others  the  roquinMl  lilark 
is  70  per  cent;  (c)  hiiving  attained  an  avera^  of  65  per  cent,  hi* 
niiiuc  IS  placed  upon  tJie  regieter  above  all  others  who  have  not  bwn 
nllnweH  preference,  if  on  the  same  registor  th*  nani<»  of  ri)ure  tlian 
one  preference  elainumt  appear,  the  name  of  the  daUnunt  having  tli* 
hijrbejii  jivcTii^r  will,  nf  course,  head  tho  list.  Preference  under  this 
.s<  Tiiini  1.  -  Mil  ;.i:i.iv  lo  persons  wlio  en t<ir  promotion  exaiiilnutiuna. 
K/".  '         ,  -'    iilincni  in  other  diatnctg. — An  eligible  in  anj 

en{!iiii'  '    ^  ''■■.!}    have  liis  name  ent<'red  upon  the  appropriate 

lisl  [ill-  any  ..iilui  i!i.--trictSj  for  a  (mriod  not  exceeding  one  year  (roio 
the  diile  of  his  rc[nirt  of  eligibility,  upon  preeenlin^  said  report  to  tW 
secri'turies  of  the  luctil  boards  with  a  written  n>(iueat  for  such  netion. 
Upon  the  otciirroni.e  of  vaenne.ies  in  registemd  pu»ition!i  appoint- 
ments from  (he  eligible  Ibte  of  the  local  boards  will  be  made  by  tlip 
enf;iii('iT  ollicer  in  eiiiirge,  in  accordance  with  oivil-.'»ervii»  laws  and 
re^ubiliims. 

Il  is  bi'lieved  that  the  instructions  contained  herein,  which  art 
isMiieil  priiiiMrilv  for  ilie  guidance  of  the  local  hoartls,  Inken  iit  fcm- 
neelifm  witli  llie  iiil'ormatton  given  on  Form  iDSQ,  applicttlion  f"i 
po-*ilio!is  in  tlie  I'jiiicd  States  En^rineer  Department  at  laj^e,  will 
p\i'  iipjilii'iLTiti  nls<i  all  reqiiireil  iTiroriiiuliiin. 

Bv  din'vlii.in  i>f  ibe  Comniis^ion:  -i 


CIVIL   SERVICE   COMMISSION.  131 

2.  The  positions  roquiring  an  educational  test  are — 

(a)  Assistant  engineers  (civil  or  mechanical),  and  superintendents 
of  class  5. 

(b)  Junior  engineers  (civil  or  electrical) ;  these  employees  may  per- 
fonn  the  duties  of  inspectors,  overseers,  surveyors,  hydrographers, 
computers,  draftsmen,  levelmen,  recorders,  sextant  observers,  topog- 
rapliers,  transitmen,  etc.,  and  may  also  be  employed  in  any  clerical 
position. 

(c)  Surveyors,  including  those  nerfonning  the  duties  of  transitmen, 
levelmen,  and  the  like,  when  of  class  2  or  higher  class. 

(d)  Draftsmen. 

(e)  Engravers,  lithographers,  and  similar  positions,  when  of  class  3 
or  higher  class. 

(/)  Clerks,  including  copyists,  stenographers,  and  typewriters. 

Q)  Scientists,  specialists,  and  emj)Ioyees  in  positions  not  specifi- 

caJiy  referred  to  herein  as  of  noneducational  class,  or  excepted  from 

classification,  wuU  be  considered  of  educational  class  unless  authority 

to  class  as  noneducational  is  given  by  the  Chief  of  Engineers. 

■3.  The  ''registered  positions''  requiring  no  educational  tests  are — 

(h)  Superintendents  of  (^lass  4;  these  positions  are  to  be  restricted 
to  the  few  cases  in  which  conditions  of  w^ork  necessitate  the  appoint- 
ment of  those  especially  qualified  by  training  and  experience  for  the 
particular  duty  to  be  performed,  but  who  have  not  the  technical  nor 
the  theoretical  education  required  for  superintendents  of  the  educa- 
tional cla>><  (clars  5). 

(?*)  Inspectors  and  overseers  of  class  3;  these  positions  are  intended 
primarily  to  provide  for  inspectors  and  overseers  who  have  hereto- 
fore been  considered  as  of  the  educational  class  by  reason  of  the  rate 
of  pay  required  to  secure  their  services,  but  who  have  not  the  theo- 
reti<-«l  training  to  permit  of  their  being  properly  classified  in  the 
"junior  engineer''  grade. 

(/)  Inspectors  and  overseers  of  class  2  or  lower  class;  these  posi- 
tions relate  to  duties  requiring  exf)orirmce  and  special  skill,  but  not 
necessarily  technical  educational  training. 

(k)  Foremen,  including  those  performing  duties  of  master  laborers, 
master  w^orkmen,  master  carpenters,  and  the  like. 

(/)  Masters,  mates,  pilots,  steersmen,  steam  engineers,  and  similar 
positions  which  in  private  employ  require  a  license  from  the  Office  of 
Steamboat  Inspection,  and  applicants  for  these  positions  are  required 
to  have  such  a  license. 

(m)  Recorders,  surveymen  (who  may  perform  duties  of  transit- 
men,  levelmen,  rodmen.  chainnien,  and  the  like),  timekeepers,  and 
receivers  of  material,  when  of  Class  D  or  low^cr  classes. 

(n)  Engravers,  lithograpliers,  transferers,  shaders,  and  similar  posi- 
tions, when  of  class  2  or  lower  classes. 

(o)  All  the  mechanical  trades. 

(p)-  All  employees  performing  the  duties  of  blasters,  boardinor  mas- 
t<?rs,  brakemen,  bridge  tenders,  cement  testers,  concrete  finisliers, 
cnmesrnen,  dam  and  valve  tenders,  deputy  inspectors,  divers,  dredge 
engineers,  electricians,  elevator  conductors,  enginemen  (including  all 
steam  engineers  not  licensed),  fort  keepers,  gardeners,  gauge  readers, 
helpers,  janitors,  leadsmen,  light  keepers,  lock  masters,  lockmen,  mes- 
seugerSy  powdermen,  riggers,  skilled  laborers,  stew^ards,  strikers,  tele- 


132        RULES   AND   KE0ULATI0N8,  DEPARTMENT   OF   INTEBIOR. 

^re^h  anti  li'tpphone  linemen,  trackmon,  truckmen,  watchmon,  uiti 
similnr  positions. 

4.  ;V1[  unwkilleil  lobornrs  and  those  employed  in  positions  siich  as 
the  following  am  ruiisidered  to  bo  in  tlio  uiiolassiupd  sorvioe,  ilwir 
status  being  fixod  lj\'  the  fact  that  they  are  niorcly  employed  a« 
laborers  or  workimn;  Apprentices  to  the  mechanical  trader,  axmm, 
bakers,  boatmen,  iJmrwomen,  cooks,  cooks'  liolpors,  deck  hands,  do^ 
rick  hands,  drcd^f  hands,  drillmen,  drivers,  lioorrnen,  hostlen*,  lamp- 
lighters, launctri'ssos,  oiieiB,  sailors,  scowmen,  stevedores,  stokprj, 
teamsters,  wailers,  and  weavers. 

All  uncliis^ifii-d  oniployees  will  be  of  class  A.  If  any  necwsity 
arispK  for  a  higher  rate  of  pay  for  any  of  the  positions  named  in  lli* 
preiedin>:  panigranli  ihan  is  allowed  in  class  A,  and  snch  eniploymcDt 
IS  autliorizpd  by  tlic  Cliief  of  Engmeers,  the  position  beconi<«  a  rcgis- 
teri'il  line,  and  the  iippuintmeot  QUist  be  maae  as  for  other  cmtployoos 
ill  registered  positiuus, 

II,  Selection  and  AppoufTMENT  POH  Regitlar  E«pijOYMBST  a 
Classified  Positions. 

1.  Pn^ilinns  re(|iiiring  an  educational  test,  if  not  filled  by  reem* 
pioymeiit  frncii  "furlough  without  pay"  or  from  "laid  off,"  rematate' 
merit,  Iransfir.  or  promotion  (which  are  considered  in  Section  III), 
will  be  tilled  by  certification  from  the  eligible  registers  of  the  Civil 

Service  CoTnniissi.tJi  and  appointment  by  the  Chief  of  Engineers,  All 
applications  for  certlllcation  will  be  sent  to  the  Chief  of  Engineers. 


civil,  SEBVTCE   COMMISSION.  133 

"registered"  positions  and  furnish  copies  of  same  to  officers  in  local 
charge  of  districts.  Such  local  boards  are  under  the  supervision  and 
•control  of  the  central  board  in  the  Office  of  the  Chief  of  Engineers. 
In  making  selections  from  the  Usts  of  eligibles  prepared  by  the  local 
civil  service  boards  the  engineer  officers  in  charge  of  districts  will  give 
due  regard  to  the  particular  qualifications  required  to  properly  fill  the 
Vacant  position,  and  one  of  tne  highest  three  possessing  such  qualifi- 
cations must  be  selected. 

A  medical  examination  to  determine  physical  condition,  in  addi- 
tion to  examination  by  local  civil  service  boards,  may  be  required  in 
^j  case  by  the  officer  making  appointment  if  he  considers  tne  same 
Necessary. 

If  the  position  to  be  filled  by  a  registered  employee  is  comparatively 
temporary,  or  if  the  conditions  do  not  justify  the  selection  of  an  eli- 
|;ible  at  a  distance,  selection  mav  be  made  from  the  highest  three 
TOund  in  the  vicinity  of  the  work  upon  which  the  eligible  is  to  be 
emploved.  The  reason  for  the  selection  of  any  eligibfe  who  is  not 
one  of  the  highest  three  on  the  list  should  be  briefly  stated  in  the 
column  of  remarks  in  the  monthly  report  of  changes,  using  such 
terms  as  "special  qualifications,"  *' temporary  employment,"  or  *'local 
employment." 

III.  Promotions  and  other  Changes  in  Status. 

(a)  Promotion  to  the  position  of  assistant  engineer  or  superinten- 
dent. 

A  junior  enraieer  (civil  or  electrical)  who  has  passed  the  examina- 
tion conducted  by  the  Civil  Service  Commission  for  entrance  to  the 
grade  and  whose  service  has  been  of  such  character  as  to  merit  pro- 
motion, may  be  promoted  to  ffil  a  vacancy  in  the  position  of  assistant 
engineer  or  superintendent  of  class  5  (educational).  This  promotion 
mav  be  made  oy  the  Chief  of  Engineers  upon  any  test  of  fitness  pre- 
scnoed  by  him  and  not  disapproved  by  the  Civil  Service  Commission. 
When  an  officer  believes  that  any  such  junior  engineer  in  his  employ 
deserves  promotion  and  is  duly  qualified  therefor,  he  will  report  the 
case  to  tne  Chief  of  Engineers,  stating  at  lengtn  the  services  per- 
formed by  the  employee,  his  qualifications,  his  experience,  and  any 
other  facts  which  may  be  pertinent  and  material,  in  order  that  his 
name  may  be  considered  wnen  a  vacancy  occurs. 

(6)  In  special  cases  an  inspector  or  overseer  of  class  3  may  in  like 
manner  be  promoted  to  the  position  of  superintendent,  class  4. 

(c)  An  inspector  or  overseer  of  a  lower  class  may  in  like  maimer  be 
promoted  to  the  position  of  inspector  or  overseer  of  class  3. 

(d)  Any  classified  employee  after  one  year's  satisfactory  service 
may  become  eligible  for  any  position  for  which  an  educational  exam- 
ination is  necessary,  provided  he  secures  the  requisite  percentage  in 
the  appropriate  examination  held  imder  the  direction  of  the  Civil 
Service  Commission. 

(«)  Any  employee  selected  from  the  registered  list  prepared  by  a 
local  civil  service  board  who  holds  a  diploma  showing  graduation  in 
an  engineering  course  from  an  approved  technical  school  may,  after 
one  year's  service,  be  promoted  oy  the  Chief  of  Engineers  to  the 
grade  of  junior  engineer,  provided  his  services  have  been  thoroughly 
satisfactory  and  he  has  snown  the  requisite  ability.  When  such  an 
employee  has  rendered  a  year's  satisfactory  service  (not  necessarily 
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I  ii'  oliicer  in  charge  will  submit  the  case  to  the 

I  ijl^'lhcr  witii  his  recmtiniendations  and  &  full 
■i.'l  fncts. 

I'llirers  with  approved  teclinical  schools  may 
.  iiimica  of  wortliy  caiididatps  for  subordinate 
'  s|i('rience,  will  diBvelop  into  capable  assistants 

I I  ^  i(  in  of  the  work  makes  it  expedient,  the  officer 

I  ily  reduce  any  classified  employee  to  a  lower 
.i\  'siil)9eqiiently  restore  him  to  lus  former  poai- 
iimliate  position  without  reference  to  tlw  Chief 

ijiil  oniploveo  serving  in  any  capac'ty  mav  be 
I'l  duty  in  any  other  noneducational  position 
<■■<■  ^innlur  ;ind  for  wliich  no  additional  special 
;iiri'd.     ('untiniiiitiun  for  a  longer  period  than 

I  ■■■  |iii--itlu[i  must  be  contmgent  upon  registra- 
■  -iivici'  lni:iiii  in  tlic  now  iiosition. 

'I'lVi'i'  in  :.n\   rrr   -j^ii/rii  nu'f'iiinical  trade  shall 
in  11  'i      ■  ■  i  I  ,..-  ■!  1 1  :i  Ic  without  exaui- 

II  ii  i^iii  -'..lil  i'l  i  .,i,  ]■■  I  'i.ii  r<>(|_iiired  for  one- 
.1    'j,vm\,-  Lu  vw.kli  Llie  ■i.-.^i^iiiiienL  is  to  be  made. 

-    J'emporary   EmI'LOVMENT. 

.  wlicTi  time  i\iti-i  not  iicrniit  tlie  iip])ointinpnt 
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the  first  ninety  days  or  so  much  of  the  time  as  may  be  necessary. 

Persons  temporarily  employed  in  such  registered  positions  mav  become 

eligible  for  regular  appointment  in  the  manner  hereinbefore  described. 

Sucl\  temporary  appointments  should  be  avoided  as  much  as  possible 

^nd  should  continue  for  as  short  a  time  as  conditions  permit.     If 
Practicable,  and  if  any  extended  employment  is  anticipated,  the  tem- 
porary employee  should  be  required  to  present  himself  as  soon  as 
JK)S8ible  before  the  local  civil  service  board  with  a  view  to  examina- 
tion, registration,  and  becoming  eligible  for  regular  appointment. 

(o)  Paragraph  3  of  Rule  Vllf,  Civil  Service  Commission,  authorizes 
'ie  continuance  of  a  temporary  employment  for  more  than  thirty 
^ays,  even  when  there  are  eligibles  havmg  the  proper  qualifications, 
^Xnder  the  following  conditions: 

Where  the  work  is  temporary  in  character,  after  the  completion  of 
Mrhich  the  services  of  the  employee  will  not  be  further  needed,  a  tem- 
J>orary  appointment  may  be  made,  with  the  prior  consent  of  the  Com- 
mission, for  a  period  not  to  exceed  three  months,  which  period  may, 
\rith  the  like  consent,  be  extended  for  a  further  period  of  three 
montlis,  but  no  longer.  Such  appointments,  however,  shall  be  made, 
so  far  as  practicable,  by  certification  from  registers  containing  the 
aames  of  eligibles  who  are  immediately  available;  and  the  Commis- 
sion may  restrict  such  certifications  for  temporary  appointments  to 
eligibles  living  near  the  place  where  service  is  to  be  rendered. 

The  words  temporary  in  character"  refer  particularly  to  what  may 
be  considered  as  job  employments,  not  to  exceed  six  months  in 
duration. 

On  account  of  the  ease  with  which  eligibles  for  registered  positions 
can  be  obtained,  the  paragraph  of  the  civil  service  rules  above  quoted 
should  not  be  appliedfto  such  appointments  except  in  unusual  cases. 

(e)  If  a  temporary  appointment  is  made  from  an  eligible  list  of  the 
Civil  Service  Commission  it  may  continue  for  a  period  of  six  months, 
at  the  end  of  which  period  it  will  expire,  unless  permanent  appoint- 
ment can,  under  civil  service  law  and  regulations,  be  provided  for 
before  such  expiration. 

♦  *  *  *  *  *  * 

V.  Separations  and  Reemployments. 

(a)  Classified  employees  may  be  separated  from  the  service  in  any 
one  of  the  following  ways: 


1.  By  "furlough  without  pay." 
-    -    -      u\^-    - 


2.  By  being ''laid  off." 


cause." 


When  their  services  are  no  longer  needed. 


(6)  When  a  work  is  completed,  or  for  any  cause  a  reduction  is 
made  in  the  number  of  employees,  the  officer  in  charge  will  exercise 
his  discretion  as  to  those  employees  who  are  to  be  retained  and  those 
who  are  to  be  temporarily  or  permanently  separated  from  tlie  service ; 
accordingly  those  classiiied  employees  whose  services  are  no  longer 
needed  may  be  discharged,  or,  if  there  be  any  intention  of  reemploy- 
ment, they  may  be  ^^furloughed  without  pay,"  or  *Maid  off." 

(c)  The  granting  of  a  '^mrlough  without  pay"  will  be  considered 
as  equivalent  to  an  imqualified  recommendation  of  the  employee  for 
work  in  the  same  grade  in  any  department  to  which  the  civil  service 
classification  appUes,  and  employees  thus  furloughed  will  be  eligible 


(ICLATIONS,  DEPARTMENT    OF    INTEBIOB. 


1,1  luiipl 

,if  llir  n.rv 

Cl.irf  ,ir   I'll 

1 nVrlnl 

\Vli(.|i,.>(.r 

Mill ■  ill  ,1 

■  [■ri'iiiployment  in  any  engineering  district  without 
nil.  The  above  three  years'  limitation  shall  not 
I  ciiiployeea  who  have  been  employed  in  the  serviw 
IS  ill  any  of  the  insular  possessions  thereof,  or  otiier 
iilrni  of  the  United  States. 

I  cd  I  liat  olHcers  should  make  such  effort  as  may  be 
iri'  ill  some  other  district  employment  for  specially 
w  liM  may  be  furioughed  without  pay,  and  this  office 
iluiiiij;  if  a  proper  request  be  made.     This  may  fre- 

I I  iiv  addressing  circular  letters  to  other  officers. 

71  iini'  engineering  district  may,  when  the  interests 
jiiirc.  be  transferred  to  any  other  district  by  the 
•-;  lint  such  transfer  may  likewise  and  preferably 
Inim'li  in  one  district  and  reemployenmt  in  another. 
MiiiiMLent  is  made  or  a  person  is  reemployed,  the 
ui-i  ^lutisfy  himself  as  to  the  civil  service  status  of 

\>  -ii^rgcsted  that  officers  in  need  of  assistants  cor- 
ii'  ullir'ers  by  circular  letter,  stating  duties  to  be 
['  |i!iy  to  be  allowed,  and  fumisliing  other  items  of 

II  \  ii'w  to  transfer  of  one  whose  ser\'ices  cau  be 
■nii-iilcralion  of  the  promotion  of  some  one  eligible 
linii,  but  whose  promotion  can  not  be  otherwise 

I'ur.  Injustice  to  those  holding  subordinate  posi- 
itl'  iJil\ancement  such  promotion  by  transfer  should 
Vlir'ii  such  circular  letters  are  received  thev  will  be 
lul  [irniiipllv   ■.,u~.^^,■n■<\■.   lli,._v  will  iiU.  be  po^feii  in 
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tion  in  the  service  shall  be  equivalent  to  his  appointment  for  such 
further  time  as  he  may  be  needed. 

VI.  Reports  op  Changes. 

(a)  Monthly  reports  of  changes  of  status  of  employees  and  of  emer- 
gency and  temporary  appointments  will  be  forwarded  to  the  Chief 
of  Engineers,  upon  forms  provided  and  now  in  use,  in  accordance 
with  instructions  thereon. 

(6)  A  decision  of  the  Comptroller,  of  the  Treasury  makes  it  incum- 
bent upon  the  Chief  of  Engineers  to  examine  money  accounts  in  con- 
nection with  the  Usts  of  employees  in  each  district,  and  his  approval 
of  the  accounts  carries  with  it  the  information  to  the  accounting 
officers  of  the  Treasury  that  the  employees  on  the  rolls  and  vouchers 
have  been  appointed  according  to  law;  it  is  therefore  essential  that 
all  changes  in  the  status  of  employees  should  be  accurately  noted  on 
the  monthly  lists  of  changes,  ana  that  these  lists  be  forwarded  promptly 
for  examination  in  connection  with  an  officer's  money  accounts. 
These  reports  are  forwarded  to  the  Civil  Service  Commission  and  are 
intended  to  furnish  the  complete  record  of  each  appointee  in  the 
classiJSed  service,  which  is  kept  in  accordance  with  provisions  of  *  *  * 
civil  service  Rule  XIII. 

The  control  and  direction  of  the  local  civil  service  boards,  and  such 
details  connected  with  the  appUcation  of  civil  service  law  and  regula- 
tions to  the  Engineer  Department  at  large  as  do  not  require  the  action 
of  the  Chief  of  Engineers  or  the  Secretary  of  War^  are  placed  in  the 
hands  of  the  central  civil  service  board  m  the  Office  of  the  Chief  of 
fingineers,  which  board  is  a  part  of  the  civil  service  organization, 
communicating  directly  with  the  Civil  Service  Commission.  Requests 
for  certification  of  eligibles  of  educational  class,  reports  of  changes  in 
classified  service,  and  similar  matters  should  be  addressed  to  the  Chief 
of  Engineers;  but  all  communications  from  or  relating  to  local  boards, 
or  selection  and  appointment  of  registered  employees,  or  requests  for 
general  information  regarding  civil  service  matters,  either  from  the 
officer  in  charge  or  local  boards,  should  be  addressed  to  the  central 
civil  service  board. 

Acknowledgment  of  the  receipt  of  reports  of  changes  without 
remark  or  exception  will  be  regarded  as  the  approval  of  all  items 
thereon  requiring  action  by  the  Chief  of  Engineers. 

This  circular  will  be  foimd  to  modify  the  civil  service  regulations 
as  heretofore  applied  to  the  Engineer  Department  at  large.  These 
modifications  have  been  kindly  provided  for  by  the  Civil  Service  Com- 
mission, whose  aim  is  to  make  the  provisions  as  simple  and  practicable 
as  is  consistent  with  the  law,  and  the  regulations  of  the  President  of 
the  United  States.  The  difficulty  of  presenting  information  which 
will  cover  all  points  and  be  clearly  understood  is  realized,  and  requests 
for  information  or  practical  suggestions  as  to  further  modifications 
or  improvements,  if  addressed  to  the  central  civil  service  board,  will 
have  full  consideration. 

The  circular  relates  to  civil  service  regulations,  and  nothing  con- 
tained herein  will  be  construed  to  modify  circular  No.  8,  Office  of 
the  Chief  of  Engineers,  current  series. 

By  command  of  Brigadier-General  Gillespie: 

Chas.  S.  Bromwell, 
Captain,  Corps  of  Engineers. 


LOCAL  BOARDS   OF  EXAMIHEEB  ?0H  THE  NATIOHAL  MILITAaT  PAiEB. 


i  II  States  (.'ivii-  Sehvice  Commission, 

W<tsbiiiyton,  D.  C,  Apr'd  2S,  1901 
..  -A  board  of  examiners  shall  be  organized  for 
illitary  parks,  the  membersliip  of  which  shall  be 
II IV,  vice- secretary,  and  one  or  more  members, 
iiitl  designated  by  the  Civil  Service  CommisaioQ, 
I  by  the  Secretary  of  War. 
r  4iall  be  the  duty  of  these  boards  of  examiners, 
■-;,  to  furnish  the  Commission  with  information 
lU  of  the  service,  to  give  out  application  blanks 
iplicants,  to  receive  applications  for  mechanical 
'ii'ir'i  no  educational  examination  ia  required,  to 
i|ilicijnts,  to  establish  registers  of  eligibles,  to 
^ipiiiiintment,  and  to  do  such  other  work  as  the 
lii'tcnftcr  directs. 

i~,  in  t!;e  performance  of  their  duties  as  such, 
I  I  lonlriil  and  sole  authority  of  the  Commission, 
liun  1  of  civil-service  Rule  IV. 
I'lms  requiring  a  noneducational  test. — Applies- 
|niring  a  noneducational  test  shall  be  filed mth 
-  fur  the  park  in  which  applicants  desire  employ- 
iiiiiy  ajiply  for  as  many  different  positions  as  he 
,-r[iiinili'  ii]5plicHtion  for  each  position. 
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experience;  for  the  next  two  years  of  experience,  an  additional  rating 
of  10  per  cent  for  each,  and  for  each  year  exceeding  two  and  not 
exceeding  seven  years,  a-  credit  of  2  per  cent  shall  be  given. 

As  the  local  boards  are  responsible  for  the  preparation  of  eligible 
registers^  it  is  their  duty  to  investigate  fully  all  appUcants,  in  order 
that  no  mefficient  or  improper  persons  may  be  made  eligible  for  cer- 
tification. All  applicants,  before  bcin^  declared  eUgible,  shall  be 
required  to  appear  before  a  member  of  tne  board  for  personal  exami- 
nation if,  in  the  opinion  of  the  board,  tliis  is  deemed  necessary.  All 
examination  papers  are  subject  to  review  by  the  Civil  Service  Com- 
mission. It  IS  necessary,  tnerefore,  that  all  the  facts  upon  which 
rdting  is  based  should  be  made  a  matter  of  record.  If  low  rating 
results  from  personal  examination  or  verbal  evidence,  the  facts  should 
be  explained;  if  the  low  rating  is  the  result  of  documentary  evidence, 
such  documents  sliould  be  attached  to  the  examination  papers. 

Register  of  eligibUs, — ^A  separate  register  of  eligibles  shall  be  made 
for  each  of  the  positions  for  wliich  registers  are  established,  the  names 
of  the  eligibles  to  be  entered  upon  tlie  registers  according  to  the  gen- 
eral average  of  each  eligible,  except  in  the  case  of  persons  who  have 
been  allowed  preference  for  appointment  under  section  1754  of  tlie 
Revised  Statutes,  whose  names  shall  be  entered  on  the  register  ahead 
of  persons  who  are  not  entitled  to  such  preference. 

A  copy  of  the  register  of  eligibles  for  each  position  shall  be  retained 
by  the  board,  one  shall  be  furnished  to  the  proper  officer  of  the  park 
commission,  and  one  sliall  be  sent  to  the  Civil  Service  Commission. 

All  appointments,  changes  in  the  force,  and  separations  from  the 
service  shall  be  reported  to  the  Commission  at  the  end  of  each  month 
on  Form  382. 

Registering  new  names. — Th6  first  day  of  each  month  the  board 
shall  prepare  new  registers  of  eligibles,  provided  any  applications 
have  been  received  during  the  previous  month,  the  names  of  all  eli- 
gibles being  entered  according  to  the  relative  position  to  which  each 
respectively  is  entitled.  New  names  shall  not  be  entered  upon  any 
register  on  any  day  other  than  the  first  of  the  month,  unless  a  par- 
ticular list  of  eligibles  is  entirely  exhausted,  in  whicli  case  the  appli- 
cations for  such  positions  which  may  be  on  liand  may  be  rated,  and 
the  names  of  the  eligibles  entered  upon  the  register. 

The  period  of  eligiDility  is  one  year,  and  no  person  shall  be  certified 
for  appointment  whose  period  of  eligibility  has  expired. 

Preference  for  appointment ,  section  1754,  Revised  Statutes, — All 
claims  of  preference  shall  be  submitted  to  the  Civil  Service  Commis- 
sion for  decision.  When  an  application  shows  that  the  applicant 
was  discharged  from  the  military  or  naval  service  of  the  United  States 
on  account  of  disability  incurred  in  the  line  of  duty,  the  board  shall 
at  once  report  to  the  Civil  Service  Commission  the  name  of  the  appli- 
cant, the  regiment  and  company  in  which  or  the  vessel  on  which  the 
applicant  served,  with  the  dates  of  his  enlistment  and  discharge,  pro- 
vided the  applicant  is  entitled  to  an  average  percentage  of  at  least  65. 

Persons  wnose  claims  for  preference  for  appointment  under  section 
1754  of  the  Revised  Statutes  are  allowed,  have  tlie  following  advan- 
tages: 

iq)  They  are  released  from  all  a.^e  limitations;  (6)  they  are  required 
to  attain  an  average  percentage  of  only  65  in  order  to  become  eligil)le, 
while  aU  others  are  required  to  attain  an  average  percentage  of  70, 
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and  (c)  having  attained  an  average  percentage  of  65,  their  names  are 
placed  upon  the  register  ahead  of  those  who  are  not  entitled  to  prefer- 
ence. If  the  names  of  more  than  one  preference  claimant  appear  on 
the  same  register  the  name  of  the  claimant  having  the  highest  average 
percentage  should  be  entered  at  the  top  of  the  register,  and  so  on. 

Certijications  for  avpointment. — ^When  a  request  in  proper  form  for 
a  certification  of  eligibles  is  received,  the  thre^  names  standing  highest 
on  the  particular  register  shall  be  certified.  If  there  are  less  than  three 
names  on  the  register,  the  name  or  names  thereon  shall  be  certified. 
Each  eli^ble  is  entitled  to  three  certifications  from  each  register  upon 
which  his  name  appears. 

In  making  selections  for  appointment,  preference  shall  be  riven  to 
honorably  oischarged  soldiers  of  the  civil  war,  if  they  are  otnerwise 
qualified  to  perform  the  duties  of  the  position  for  which  they  are 
selected. 

Approved  by  direction  of  the  Civil  Service  Commission. 

John  C.  Black,  President. 
Approved. 

Wm.  H.  Taft,  Secretary  of  War. 


XHSTBUCTIONS  TO  BOARDS  OF  EXAMINERB,  AND  IHFOSICATIOH  FOB  HOMnrATIVO 

AND  APPOINTIHO  OFFICERS. 

January  1,  1905. 

1.  The  information  contained  in  this  publication  has  been  com- 
piled for  the  use  of  civil-service  boards  of  examiners  and  of  nomi- 
nating and  appointing  officers  in  the  post-office,  customs,  custodian, 
internal-revenue,  mint  and  assay,  and  subtreasury  services.  Persons 
receiving  copies  for  their  official  use  are  requested  to  keep  the  same 
corrected  in  accordance  with  instructions  which  may  be  received 
from  time  to  time.  Any  instructions  or  orders  inconsistent  with 
those  contained  in  this  pamphlet  are  hereby  repealed. 

CIVIL-SERVICE   DISTBICTS. 

2.  The  Commission  has  divided  the  United  States  into  twelve 
civil-service  districts.  These  districts  comprise  the  post-office,  cus- 
toms, internal-revenue,  miiit  and  assay,  subtreasury,  and  custodian 
services. 

3.  The  districts  are  as  follows: 

First  district. — Headquartera,  Boeton,  Mass.:  Maine,  New  Hampehire,  Vermont, 
Massachusetts,  Rhode  Island,  and  Connecticut  except  Fairfield  and  New  Haven  coun- 
ties. 

Second  district. — Headquarters,  New  York,  N.  Y.:  New  York,  Fairfield  and  New 
Haven  counties  in  Connecticut  and  the  counties  of  Bergen,  Essex,  Hudson,  Moms, 
Passaic,  Sussex,  and  Union  in  the  State  of  New  Jersey. 

Third  district. — Headquarters,  Philadelphia,  Pa.:  Pennsylvania,  Delaware,  and  the 
counties  of  Atlantic,  Burlington,  Camden,  Cape  May,  Cumberlajid,  Gloucester, 
Hunterdon,  Mercer,  Middlesex,  Monmouth,  Ocean,  Salem,  Somerset,  and  Warren  in 
the  State  of  New  Jersey. 

Fourth  district. — Headouarters,  Washington,  D.  C:  Maryland,  West  Vii^ginia,  Vir- 
ginia, North  Carolina,  and  the  following  local  services  in  the  District  cd  Columbia,  vis. 
post-office  and  ciLstoin-house. 

Fifth  df}'<8/no/.— Headquarters,  Atlanta,  Ga.:  South  Carolina,  Georgia,  Alabama^ 
Flonda,  Mississippi,  and  Tennessee. 
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Sixth  district. — ^Headquarters,  Cincinnati,  Ohio:  Ohio,  Indiana,  and  Kentucky. 

Seventh  district, — Headquarters,  Chic^,  111.:  Wisconsin,  Michigan,  and  the  coun- 
ties of  Boone,  Bureau,  C^uroll,  Cook,  Dekalb,  Dupa£;e,  Ford,  Grundy,  Henderson, 
Henry,  Iroquois,  Jo  Daviess,  Kane,  Kankakee,  Kendall,  Knox,  Lake,  Lasalle,  Lee, 
Livingston,  McHenry,  Marshall,  Mercer,  Ogle,  Peoria,  Putnam,  Rock  Island,  Stark, 
Stephenson,  Warren,  Whiteside,  Will,  Winnebago,  and  Woodford  in  the  State  of 
Hiinois. 

Eighth  district, — Headquarters,  St.  Paul,  Minn.:  Minnesota,  North  Dakota,  South 
Dakota,  Nebraska,  and  Iowa. 

Ninth  district, — Headquarters,  St.  Louis,  Mo.:  Kansas,  Missouri,  Arkansas,  the 
counties  of  Adams,  Alexander,  Bond,  Brown,  Calhoun,  Cass,  Champaign,  Christian, 
Clark, -Clay,  Clinton,  Coles,  Crawford,  Cumberland,  Dewitt,  Douglas,  Edgar,  Edwards, 
Effingham,  Fayette,  Franklin,  Fulton,  Gallatin,  Greene,  Hamilton,  Hancock,  Hardin, 
Jacb^,  Jasper,  Jefferson,  Jersey,  Johnson,  Lawrence,  Logan,  McDonough,  Mcl..ean, 
Macon,  Macoupin,  Madison,  Marion,  Mason,  Massac,  Menard,  Monroe,  Montgomeiy, 
Morgan,  Moultrie,  Perry,  Piatt,  Pike,  Pope,  Pulaski,  Randolph,  Richland,  St.  Clair, 
Saline,  Sangamon,  Schuyler,  Scott,  Shelby,  Tazewell,  Union,  Vermilion,  Wabash, 
Washington,  Wayne,  White,  and  Williamson  in  the  State  of  Illinois,  Oklahoma,  and 
Indian  Territory. 

Tenth  district. — ^Headquarters,  New  Orleans,  La.:  Louisiana  and  Texas. 

Eleventh  district. — ^Headquarters,  Denver,  Colo. :  Wyoming,  Utah,  Colorado,  Arizona, 
mnd  New  Mexico. 

Twelfth  district. — Headquarters,  San  Francisco,  Cal.:  California,  Nevada,  Washing- 
ton, Oregon,  Idaho,  and  Montana. 

DISTRICT  BOARDS. 

4.  In  each  United  States  civil-service  district  the  work  of  the  Civil 
Service  Commission  pertaining  to  the  offices  included  therein  is  under 
the  immediate  supervision  of  a  board  of  examiners,  whose  members 
are  selected  by  tne  Commission  from  the  several  branches  of  the 
Federal  service  in  accordance  with  section  1  of  civil-service  Rule  IV. 
One  member  is  desi^ated  "district  secretary,"  and  is  the  official 
head  of  the  board.  The  secretary  of  the  board  has  supervision  over 
the  examinations  in  his  district,  makes  certifications  from  local  reg- 
isters of  eli^ibles  upon  request  of  the  nominating  officers;  acts  as 
custodian  of  records  and  supplies  of  blank  forms,  etc.,  for  the  district; 
conducts  all  correspondence  relative  to  the  business  of  the  district 
(referring  all  matters  involving  any  new  or  doubtful  principle  to  the 
Commission  for  decision) ;  carries  out  the  instructions  of  the  Commis- 
sion, and  reports  to  the  Commission  at  certain  intervals  concerning 
the  work  of  the  district.     . 

5.  No  regular  meetings  of  district  boards  are  held,  but  a  district 
secretary  may,  upon  his  own  initiative  or  upon  the  request  of  another 
member,  call  a  special  meeting  at  any  time. 

LOCAL  MEMBERS. 

6.  One  or  more  employees  of  each  classified  office  within  a  district 
are  des^^ated  as  local  members  of  the  board,  one  local  member  at 
each  omce  being  known  as  "local  secretary."  The  local  members, 
subject  to  the  direction  of  the  district  secretary,  assist  in  the  conduct 
of  examinations  and  perform  such  other  duties  pertaining  to  the  work 
of  the  Commission  as  may  be  necessary.  They  shall  also  hold  exami- 
nations for  rural  route  carrier  whenever  called  upon  to  do  so  by  the 
chairman  of  the  rural-carrier  examining  board,  W ashington,  D.  C. 

7.  Local  members  do  not  correspond  with  the  Commission,  but 
receive  their  instructions  from  and  address  their  correspondence  to 
the  district  secretary  unless  otherwise  directed  by  the  Commission, 
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8.  Requisition  for  the  necessary  records  and  blank  forms  for  the  use 
of  local  board  members  should  be  made  upon  the  district  secretary. 
For  oflicial  correspondence  local  board  members  are  expected  to  use 
the  stationery  furnished  by  the  Department  for  use  in  the  office  in 
which  they  are  serving. 

9.  When  a  local  board  member  is  separated  from  the  service,  the 
district  secretary  should  be  immediately  notified  by  the  local  board 
in  order  that  steps  may  be  taken  to  fill  the  vacancv  in  the  board.  A 
change  in  the  official  roster  title  of  a  local  member  should  also  be 
reported  to  the  district  secretary. 

10.  When  a  substitute  carrier  is  not  available  for  employnient  in 
place  of  a  carrier  member  of  a  board  who  is  required  to  assist  in  the 
conduct  of  an  examination,  a  substitute  clerk  may  be  employed  on 
the  route  of  the  carrier  while  he  is  so  engaged.  Reouisitions  for  the 
pay  of  substitut-es  should  be  made  upon  the  Post-Oirice  Department 
anci  not  the  Conunission. 

APPLICATIONS. 

11.  For  customs  distric^ts,  internal-revenue  districts,  and  post- 
offices  for  which  examinations  are  held  annually  application  forms 
and  instructions  to  applicants  should  be  distributed  at  all  times  on  the 
request  of  applicants,  and  applications  should  be  accepted  at  any 
time.  For  customs  districts  and  post-offices  for  which  annual  exami- 
nations are  not  held  and  for  the  custodian,  subtreasury,  mint  and 
assay,  or  other  services  the  required  application  forms  should  not  be 
distributed  imtil  such  time  as  examinations  may  be  announced  there- 
for, and  no  ap])lications  should  be  accepted  for  such  examinations  at 
any  other  time. 

12.  Local  board  members  should  assist  in  the  distribution  of  appli- 
cation forms  and  instructions  to  appli(*ants,  and  should  specifically 
inform  applicants  that  all  applications  for  the  services  included 
within  the  district  must  be  filed  with  the  district  secretary. 

INSPECTION    OF   APPLICATIONS.  • 

13.  Ininiediately  upcm  receifjt  of  an  application  by  the  district 
secretary  it  should  he  ninnl)ered  in  exact  chronological  order,  recorded, 
and  carefully  inspect(»d  to  see  tliat  it  is  correctlv  executed.  Each 
a])plication  whieli  shows  the  apnlicant  to  be  ineligible  for  examination 
sliould  be  canceled  at  once  ana  placed  in  the  dead  files  of  the  board, 
the  applicant  being  not  ified  of  the  action  taken  and  the  reason  there- 
for, and  proper  notation  being  made  in  the  record  of  applications  and 
on  the  brief  of  the  application. 

14.  An  application  for  an  educational  examination,  filed  on  or 
before  the  date  set  for  the  close  of  receipt  of  applications,  which  is  not 
in  complete  form,  but  which  does  not  show  the  applicant  to  be  inel- 
igil)le  for  examination,  sliould  be  returned  for  correction,  the  appli- 
cant l)eing  allowed  to  enter  the  examination  subject  to  the  subsequent 
approval  of  his  ap])lication.  If  when  the  application  is  returned  to 
the  board  it  is  still  found  incorrect,  it  should  he  again  returned  to  the 
a])plicant  witli  a  letter  calling  attention  to  the  defects  and  infonning 
him  that  if  the  application  be  not  in  complete  and  correct  form  when 
again  received  it  will  he  cancelled.  When  next  received,  if  the  appli- 
cation is  still  defective,  it  should  be  canceled. 
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15.  When  an  application  for  an  educational  examination  is  received 
and  is  found  to  be  correct  and  complete  in  every  particular,  an  admis- 
sion card  should  be  sent  the  applicant,  and  the  appUcation  should  be 
approved,  the  secretary  or  his  assistant  bein^e  careful  to  fill  in  with  ink 
the  blank  spaces  on  the  outside  thereof.  T^ese  spaces  should  always 
be  filled  in  oy  the  person  reviewing  and  approving  the  application. 

16.  An  application  for  an  educational  examination  for  which  the 
applicant  fails  to  appear  after  having  been  notified  will  be  canceled. 

17.  Applications  filed  after  the  date  set  for  the  close  of  receipt  of 
applications  for  any  regular  annual  examination  should  be  acknowl- 
edged and  kept  on  nle  to  be  used  for  the  next  subsequent  examination. 
For  examinations  which  are  not  held  annually,  but  only  when  eligibles 
are  needed,  applications  will  not  be  accepted  which  are  received  too 
late  for  such  examinations  and  should  be  returned  to  the  applicants. 

18.  Announcements  of  noneducational  examinations  shoula  always 
show  the  dat-e  of  the  close  of  receipt  of  appUcations,  and  applications 
should  be  received  up  to  and  including  that  date  only.  In  cases 
where  applications  for  such  examinations  are  returned  for  correctioi\, 
the  applicants  should  be  instructed  that  their  applications  can  not  be 
accepted  unless  filed  in  complete  form  by  the  date  of  the  close  of  the 
receipt  of  applications.  Such  applications  received  too  late  for 
examination  snould  be  canceled  and  placed  in  the  dead  files  of  the 
board. 

REVIEWING   APPLICATIONS. 

19.  In  reviewing  applications  special  care  should  be  taken  to  see — 

(a)  That  all  questions  are  answered  fully  in  ink  and  in  the  hand- 
writing of  the  person  answering  the  questions,  unless  the  regulations 
specifically  provide  that  applications  need  not  be  in  handwriting  of 
tne  applicant. 

(b)  That  citizenship  is  fully  established. 

All  applicants  must  make  oath  in  tlieir  applications  to  their  United 
States  citizenship  or  allegiance.  In  the  case  of  foreign-bom  citizens, 
proof  of  citizensliip  must  be  furnished.  If  naturalized,  a  certificate 
of  naturaUzation  must  accompany  the  application.  A  foreign-bom 
person  who  claims  that  his  parents  were  citizens  of  the  United  States 
at  the  time  of  his  birth  must  furnish  the  sworn  statement  of  at  least 
two  disinterested  persons  that  his  parents  were  United  States  citizens 
at  the  time  of  the  applicant's  birth,  and  did  not  previously,  then,  or  at 
any  subsequent  time  renounce  or  legallj  declare  their  intention  of 
renouncing  their  United  States  citizenship,  and  that  the  applicant  is 
the  reputed  child  of  the  person  through  whom  he  claims  citizenship. 
A  foreign-bom  citizen  who  is  naturalized  through  the  naturalization 
of  his  father  or  his  mother  while  he  was  a  minor  must  furnish  the 
parent's  certificate  of  naturalization  and  the  sworn  statements  of  two 
disinterested  persons  to  prove  his  identity  as  the  child  of  the  one  whose 
certificate  is  furnished. 

If  tliis  evidence  can  not  be  furnished  the  applicant's  own  naturali- 
zation certificate  will  be  required.  A  woman  who  claims  naturaliza- 
tion through  marriage  to  a  citizen  of  the  United  States  must  furnish 
evidence  of  the  husband's  citizensliip  (his  certificate  being  required 
if  he  is  a  naturalized  citizen)  and  evidence  of  her  marriage  to  him. 
An  application  from  a  foreign-bom  person  claiming^  citizenship  but 
failing  to  furnish  the  required  proof  will  be  canceled.     A  declaration 
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of  intention  to  become  a  citizen  will  not  be  accepted  in  lieu  of  a  certifi- 
cate of  naturalization.  When  the  ori^al  naturalization  papers  are 
lost  a  copy  should  be  procured  from  tne  court  that  issued  tnem,  or, 
if  the  records  of  the  court  are  destroyed,  a  new  certificate  should  be 
furnished.  When  an  applicant  claims  citizenship  through  his  own 
naturalization  or  that  of  his  parent  and  submits  a  certificate  of  natu- 
ralization with  his  application,  notation  must  be  made  by  the  secretary 
in  the  form  on  the  back  of  the  application,  giving,  as  shown  by  the 
naturalization  certificate,  the  name  of  the  person  naturalizecf,  the 
date  of  naturalization,  the  court  issuing  the  certificate,  and  the  date 
certificate  is  returned  to  applicant,  rroof  of  identity  should  be 
required  in  case  the  name  in  the  naturalization  certificate  differs  in 
any  way  from  tliat  given  by  the  applicant.  Affidavits  submitted  as 
proof  of  identity  or  proof  of  relationship  should  not  be  returned  to  the 
applicant,  but  should  be  attached  to  the  ai)plication. 

(c)  That  applicants  are  witliin  the  prescribed  age  limits. 

The  age  limits  for  competitive  classified  positions  in  the  district 
services  are  as  follows:  Post-Office,  18  to  45  years;  Customs,  20  years 
or  over;  Custodian,  21  to  50  years  (except  honorably  discharged 
United  States  soldiers  or  sailors  of  the  civil  war);  Mint  and  Assay, 
apprentice  18  to  24  years,  all  other  positions  20  years  or  over;  In- 
ternal-Revenue, 21  years  or  over;  oubtreasury,  20  years  or  over. 
No  application  should  be  approved  if  on  the  date  of  the  examination 
the  applicant  is  under  the  minimum  or  over  the  maximum  age  limit 
required.  These  limitations,  however,  do  not  apply  to  applicants 
for  any  service  who  are  allowed  preference  in  appointment  under  sec- 
tion 1754,  Revised  Statutes,  nor  to  applicants  for  the  Custodian 
Service  who  served  in  the  United  States  military  or  naval  service  dur- 
ing the  civil  war  and  were  honorably  discharged. 

(d)  That  legal  residence,  in  applications  requiring  such  informa- 
tion, is  shown  to  date  of  oath  to  application. 

Every  applicant  must  make  oatn  in  liis  application  to  the  place  of 
his  legal  residence,  which  must  be  shoA^ii  continuously  to  the  exact 
date  of  application.  Legal  residence  does  not  require  continuous 
bodily  presence,  but  refers  to  the  place  at  which  the  applicant,  if  a 
voter,  is  legally  entitled  to  exercise  the  right  of  suffrage.  A  married 
woman  can  have  no  other  legal  residence  than  that  of  her  husband, 
except  that  a  married  woman  living  apart  or  divorced  from  her 
husband  may,  for  the  purpose  of  filing  an  application  for  examination, 
claim  legal  residence  other  than  that  of  her  husband,  but  she  must 
furnish  a  sworn  statement  of  the  facts  on  which  her  right  to  a  separate 
lee:al  residence  is  based.  The  Commission  will  decide  in  eacn  case 
whether  the  evidence  presented  establishes  the  claim.  The  legal  resi- 
dence of  a  minor  is  tlie  same  as  that  of  his  parent  or  guardian.  Legal 
residence  is  a  Question  of  fact  and  is  one  which  the  Commission  can 
not  determine  lor  an  applicant. 

(e)  That  no  application  is  approved  from  a  person — 

1.  Who  is  addicted  to  the  habitual  use  of  intoxicating  beverages 
to  excess,  or  to  the  use  of  opium,  morphine,  or  other  narcotics. 
(Cancel  such  application.) 

2.  Who  has  witliin  approximately  one  year  passed  an  examination 
for  the  same  position  in  tlie  same  office  for  which  he  again  desires  to 
apply.     (Cancel  such  application.    A  person  who  has  been  examined 
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at  one  annual  examination  may  be  examined  at  the  next  annual 
examination.) 

3.  Who  is  enlisted  in  the  United  States  Army  or  Navy  and  has  not 
secured  permission  for  his  examination  from  the  Secretary  of  War  or 
the  Secretary  of  the  Navy.  (Allow  applicant  to  enter  examination 
subject  to  furnishing  such  permission,  if  not  subsequently  furnished 
application  should  be  canceled.) 

4.  Who  has  been  dismissed  from  the  public  service  for  delin- 
quency or  misconduct  within  one  year  preceding  the  date  of  his  appU- 
cation.     (Refer  appUcation  to  Commission  for  decision.) 

5.  Who  has  failed  after  probation  to  receive  absolute  appointment 
to  the  position  for  which  ne  again  applies  within  one  year  from  the 
date  or  the  expiration  of  his  probationary  service.  (Cancel  such 
application.) 

6.  Who  has  made  a  false  statement  in  his  application,  or  has  been 
guilty  of  fraud  or  deceit  in  any  manner  connected  with  his  applica- 
tion or  examination,  or  has  been  guilty  of  any  crime  or  infamous  or 
notoriously  disgraceful  conduct.  (Refer  application  to  Commission 
for  decision.) 

7.  Who  is  a  soldier  or  sailor  discharged  for  desertion,  under  section 
1998,  Revised  Statutes.     (Cancel  such  application.) 

8.  Who  has  been  barred  from  exammation  by  the  Commission. 
(Refer  appUcation  to  Commission.) 

(f)  That  a  person  whose  application  shows  that  he  has  been  indicted 
for  or  convicted  of  any  crime  or  misdemeanor  furnishes  with  his 
application  an  abstract  from  the  court  proceedings  sufficient  to  show 
tne  essential  action  talien,  and  also  furnishes  a  statement  from  the 
trial  judge  or  other  court  officer  showing  the  surrounding  circum- 
stances and  whether  or  not  he  is  a  person  of  good  moral  character 
and  repute.  Such  application  shoula  be  referred  to  the  Commission 
for  action. 

(g)  That  appHcants  fully  meet  the  physical  requirements  of  the 
service  which  they  desire  to  enter. 

Male  appUcants  for  the  Post-Office  Service  must  be  at  least  5  feet  4 
inches  in  neight  (in  bare  feet)  and  125  pounds  in  weight  without 
overcoat  ancf  hat;  otherwise  their  apphcations  will  be  canceled. 
Female  applicants  are  not  required  to  be  of  any  specific  height  or 
weight,  but  must  furnish  the  medical  certificate.  The  Post-Office 
Department  has  advised  the  Commission  that  it  will  be  useless  to 
examine  appUcants  for  the  position  of  clerk  (male  or  female)  and 
carrier  who  are  defective  in  tne  following-named  particulars,  as  such 
persons  will  not  receive  appointment  by  that  Department;  conse- 
quently the  applications  of  such  persons  will  be  canceled,  unless  they 
are  honorably  discharged  United  States  soldiers  or  sailors :  Deaf  mutes ; 
hunchbacks;  persons  having  defective  hearing,  sight,  or  speech;  per- 
sons totally  Dhnd  or  blind  in  one  ejre;  one-armed,  one-nanded,  or 
one-legged  persons,  or  those  having  crippled  arms  or  legs;  those  suf- 
fering from  astlmia,  consumption,  or  hernia. 

Persons  who  have  suffered  the  loss  of  an  arm  or  a  leg,  who  are  rup- 
tured, or  who  have  other  serious  disability  are  considered  physically 
disaualified  for  the  Custodian  Service. 

(A)  That  the  appUcation  is  not  dated  nor  the  jurat  or  vouchers 
executed  more  than  six  months  prior  to  its  receipt  by  the  secretary. 

S.  Doc  396, 59-2,  pt  1 10 
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(Ap])liriiliiin  wliirli  is  dnlpd  more  than  six  months  prior  to  ite  receipt 

sJioulil  lie  ciLriii'lrii.  ihhI  tlie  applicant  should  be  furnished  with  anew 
lilaiik  Hiui  nlliitt.'i!  li.  I  ill'  a  new  application.) 

(i)  Tliiil  ilir  -iL'riiiiiire  of  the  oincer  making  the  Jurat  is  autheati- 
CHti'd  liy  nlliciiii  iiiii)iir,ssion)  seal. 

If  t)w  niitli  ill'  liiki'ii  before  a  justice  of  the  peace  or  other  officer 
Willi  liHs  imi  Mii'li  si'iil.  his  official  character  must  be  certifieid  to  by 
till'  I'lerk  nf  nuni,  -I'^r^-tary  of  state,  or  other  proper  officer,  under 
olli<-iiil  H'liI-  Ajiplir.-iiiuii  defective  in  this  particular  should  be  re- 
turned I'nrniit'l'ii  imi,  and  if  not  properly  corrected  should  be  canceled. 

(yi  'rii!ii  i!m'  viirirlii'is  are  executed  in  accordance  with  the  direo- 
liniis   )iniilrd   nn    ilir   iijijilii'ntion  form.     (Application  defective  in 

lh\>  ptirliniliir  ^1 I<l  l>c  returned  for  correction,  and  if  not  properly 

ninvHrd  ^liMuld  lir  ranrrled.) 

(^'1  'I'liiit  till'  liiii'l'  ipm  the  face  of  the  application  showing  the  age, 
('(Imiiliiin,  1 1  lit  I'  I  ui-riiiii  I  ly  presented,  date  filed  in  complete  rorm,  etc, 
is  jilli'i!  in  by  lb.'  pi'r-nn  examining  the  application. 

i/'  '['bill  in  iin  iipiilii-iaion  for  the  Custodian  Service  the  applicant 
if;  ^Imw  II  t"  liiiM'  brill  a  legal  resident  of  the  county  claimed  by  him 
Hi^  hi-  iv^iili'inv  I'.ir  ;ii  li'iist  six  months  next  preceding  the  date  of  the 
uiililiriiiiiin.  iLiiil  t!i:ii  ibe  officer's  certificate  and  the  vouchers  cor- 
robunii''  llic  H|i|ili(iiiir^  statement  in  this  respect;  that  the  answers 
til  lbi'  i|iii'-iii'ii-  in  MLTiirH  to  the  applicant's  experience  are  full  and 
cunipli'h-  iinil  -Imw  liiiii  to  be  eligible  to  the  desired  examination,  and 
Unit  liii'  Hindi. 'Ill  ■■cil  ilii'iiti'  iw  cxci'iitod  am!  shows  the  applirnnt  to 
|[i  ruling  the  element  of  experience 
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Rigid  tests  of  character  and  inte^ity  will  be  applied  to  all  appli- 
cants by  the  local  subtreasury  civfl-service  boards,  and  only  tnose 
satisfactorily  meeting  such  tests  will  be  allowed  to  compete  in  the 
examinations. 

20.  All  cases  in  which  it  is  shown  that  the  applicant  has  been  sepa- 
rated from  the  service  within  the  past  year  should  be  referred  to  the 
Coinmission  in  order  that  it  may  be  determined  whether  the  appli- 
cant was  discharged  for  delinquencv  or  misconduct. 

21.  Report  should  be  made  to  tne  Coinmission  of  all  cases  where 
applicants  claim  to  have  been  discharged  from  the  military  or  naval 
service  on  accoimt  of  disability  resulting  from  wounds  received  or 
sickness  incurred  in  the  service  and  in  line  of  duty.  To  entitle  a 
person  to  preference  under  section  1754,  Revised  Statutes,  he  must 
nave  been  disabled  by  wounds  received  or  sickness  incurred  in  the 
line  of  duty  and  discharged  because  of  such  disability.  When  an 
applicant  claims- preference,  a  statement  of  his  service,  giving  the 
company  and  regiment  or  vessel  and  dates  of  enlistment  and  dis- 
chai^e,  should  be  sent  to  the  Commission  at  once,  in  order  that  the 
claim  may  be  verified  from  the  records  of  the  proper  Department. 
The  words  "Preference  being  investigated"  should  be  stamped  or 
written  on  the  briefs  of  all  such  applications. 

22.  Applications  received  for  an  examination  should  not  be  for- 
warded unless  otherwise  ordered  to  the  Commission  until  the  exami- 
nation has  been  held,  and  then  only  the  applications  of  those  per- 
sons who  were  examined  should  be  forwarded.  When  all  the  appli- 
cants for  a  particular  examination  can  not  be  examined  on  one  day, 
each  day's  applications  should  be  sent  in  a  separate  package,  marked 
to  show  the  date  the  applicants  were  examined.  The  applications 
of  those  persons  who  failed  to  appear  for  examination  should  be 
retained  by  the  district  secretary. 

23.  Report  of  the  number  of  applications  filed  for  any  examina- 
tion should  always  be  sent  to  the  Commission  by  mail,  unless  spe- 
cific directions  to  the  contrary  are  received.  If  no  applications  are 
filed,  report  to  that  effect  should  be  made. 

24.  Boards  should  use  the  telegraph  only  in  urgent  cases  or  when 
directed  by  the  Commission  to  do  so.  Telegrams  should  be  sent 
"Collect,  government  rate,"  and  should  be  made  as  brief  as  possible. 
In  reporting  to  the  Commission  the  number  of  applications  nled,  the 
foUowing  form  should  be  used:  "Civil  Service  Commission,  Washing- 
ton, D.  C.  Ten.  Brown.''  The  surname  only  of  the  person  send- 
ing the  telegram  should  be  signed,  as  indicated  in  the  form.  Where 
more  than  one  kind  of  exammation  is  to  be  held  on  a  given  date, 
report  should  be  made  of  the  number  of  applicants  for  each  kind. 

EXAMINATIONS. 

25.  Examinations  are  held  annually  for  all  first-class  post-offices, 
all  internal-revenue  districts,  ^nd  for  all  customs  districts  where 
there  are  20  or  more  employees.  For  second  and  third  class  post- 
offices,  customs  districts  where  there  are  fewer  than  20  employees, 
and  the  Custodian,  Subtreasury,  and  Mint  and  Assay  services  exami- 
nations are  held  only  when  eligibles  are  needed. 

26.  For  all  offices  examinations  are  held  either  in  the  city  or  town 
where  the  office  is  located,  or  at  such  convenient  point  as  may  be 
determined  upon  by  the  Commission  or  the  district  secretary. 
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27.  Section  3  of  the  civil-service  act  provides  that  ^'nominating 
and  appointing  officers  and  custodians  of  Federal  buildings  at  the 
places  where  examinations  are  to  be  held  shall,  for  the  purpose  of 
such  examinations,  permit  and  arrange  for  the  use  of  suitable  rooms 
under  their  charge  and  for  heating,  lighting,  and  ventilating  the 
same/'  Necessary  arrangements  should  therefore  be  made  for  a 
suitable  room  in  which  examinations  may  be  held,  with  the  necessary 
conveniences,  but  if  such  room  is  not  available  in  the  Federal  or 
post-office  building,  a  schoolroom,  council  chamber,  or  other  public 
meeting  room  may  be  obtained.  As  the  Commission's  appropriation 
for  examination  purposes  is  limited,  effort  should  be  made  to  obtain 
accommodations  for  examinations  without  expense.  No  expense 
should  be  incurred  without  first  receiving  authority  of  the  Commission. 

28.  At  ehch  examination  there  should  be  at  least  one  board  mem- 
ber in  constant  attendance,  who  should  have  the  assistance  of  such 
additional  members  as  may  be  needed  to  properly  supervise  the 
examination.  Small  examinations  usually  do  not  require  the  con- 
stant attendance  of  more  than  one  examiner,  who  should,  however, 
give  the  work  careful  supervision.  Examiners  are  held  responsible 
tor  the  proper  conduct  or  such  examinations  as  they  may  attend. 

METHOD  OF  CONDUCTINO   EXAMINATIONS. 

29.  No  person  should  be  admitted  to  an  examination  who  does  not 
claim  to  have  received  authority  for  his  admission  from  the  Com- 
mission or  the  district  secretary,  either  in  the  form  of  an  admission 
card,  a  letter,  or  a  telegram.  Persons  who  report  for  examination 
without  presenting  their  authority  should  be  required  to  submit  a 
signed  statement  designating  exactly  the  form  of  authority  which 
they  claim  to  have  received.  This  statement  will  be  accepted  by 
the  examiner  in  lieu  of  an  admission  card,  and  the  applicant  should 
be  instructed  to  send  his  admission  card  or  other  authority  to  the 
Commission  or  the  district  secretary^  as  soon  after  the  close  of  the 
examination  as  possible,  together  with  a  statement  of  the  facts  in 
the  case.  The  examiner  should  also  cover  each  of  the  cases  in  his 
report  of  the  examination.  In  all  cases  where  it  is  foimd  that  no 
authority  for  examination  had  been  issued,  the  examinations  will  be 
immediately  canceled.  Letters  and  telegrams  from  the  Commission 
or  the  district  secretary  authorizing  persons  to  enter  an  examination 
should  be  treated  as  cards  of  admission  and  sent  forward  with  them. 

30.  The  examination  papers  will  be  shipped  so  as  to  reach  Uie 
place  of  examination  on  the  evening  before  or  the  morning  of  the 
examination.  The  package  containing  them  should  be  carefuUy 
kept  under  lock  with  seal  unbroken  until  the  commencement  of  the 
examination.  Each  package  should  be  inspected  as  soon  as  received 
to  see  that  the  seals  have  not  been  broken  and  the  questions  exposed 
to  view.  Should  it  appear  that  the  questions  have  been  exposed  to 
view,  the  local  members  should  not  hold  the  examination,  but  should* 
wire  the  Commission  for  instructions. 

31.  After  the  class  is  assembled,  which  should  not  be  later  than 
9  a.  m.,  unless  authority  to  the  contrary  is  given,  its  attention  should 
be  invited  to  the  wrapped  and  sealed  package.  The  package  should 
then  be  opened  in  tne  presence  of  the  class  and  the  examination 
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sheets  counted  to  ascertain  if  they  a^ee  with  the  report  inclosed 
therewith.  A  footnote  should  be  ma(te  on  the  report  calling  atten- 
tion to  any  discrepancy.  The  class  should  be  informed  that  no 
helps  of  any  kind  will  be  permitted  during  the  examination  and  no 
communication  with  one  another  will  be  allowed,  and  that  if  anv 
competitor  is  detected  in  using  maps,  books,  etc.,  or  conversing  with 
anotner,  copjdng,  or  permitting  the  same,  the  matter  will  be  reported 
to  the  Commission  for  such  action  as  it  aeems  proper;  that  any  writ- 
ten or  printed  matter  in  the  possession  of  any  competitor  which 
might  be  of  assistance  to  him  m  the  examination  should  be  turned 
over  to  the  examiner  imtil  after  the  close  of  the  examination;  that 
no  competitor  will  be  allowed  to  leave  the  room  unaccompanied  by 
an  examiner  while  at  work  on  any  particular  sheet,  and  that  time 
spent  out  of  the  room  will  be  considered  a  part  of  the  time  allowed 
for  the  examination. 

32.  After  the  foregoing  has  been  explained  to  the  class,  each  com- 
petitor should  be  furnished  with  a  preliminary  sheet,  an  envelope, 
and  a  declaration  sheet,  with  instructions  to  enter  the  number  which 
appears  in  the  upper  right-hand  comer  of  the  declaration  sheet  in 
tne  corresponding  comer  of  the  preliminary  sheet;  to  answer  all  the 
questions  m  ink  in  the  declaration  sheet  and  in  all  subseauent  sheets, 
and  date  and  sign  the  declaration  sheet,  inclosing  it  in  tne  envelope, 
which  should  be  sealed,  and  upon  the  front  of  which  should  be 
entered  the  kind,  date,  and  place  of  examination,  the  examination 
number,  and  the  sex  of  the  applicant.  The  class  should  then  be 
directed  to  read  carefully  the  instmctions  on  the  preliminary  sheet. 
during  which  the  envelopes  and  admission  cards  snould  be  coUectea 
by  a  member  of  the  board,  who  should  compare  the  number  on  the 
envelope  with  that  on  preliminary  sheet  when  the  envelope  is  taken  up. 

The  next  step  is  to  furnish  each  competitor  with  sheet  1,  or  the 
spelling  sheet,  with  instructions  to  enter  his  examination  number  in 
tne  upper  right-hand  comer.  The  attention  of  the  class  should  then 
be  called  to  the  fact  that  in  the  spelling  exercise  each  word  will  be 
pronounced  by  the  examiner,  the  aefinition  given,  and  the  word  pro- 
nounced again;  that  they  should  write  each  word  without  the  defi- 
nition in  me  proper  space  on  the  sheet.  No  word  should  be  pro- 
nounced more  than  twice,  unless  some  noise  or  other  interruption 
K events  some  of  the  competitors  from  clearly  understanding  it. 
e  time  for  commencing  and  finishing  this  exercise  should  be  given 
to  the  entire  class  by  the  examiner  who  dictates  the  spelling.  No 
corrections  should  be  permitted  after  the  conclusion  of  tne  dictation. 
As  soon  as  the  time  oi  closing  has  been  entered,  the  sheets  should  be 
collected  and  arranged  m  numerical  order  with  the  lowest  number 
on  top.  Commencing  with  sheet  No.  2,  the  other  sheets  should  be 
given  out  with  instructions  to  fill  in  the  blanks  on  the  sheet,  do  the 
work  thereon,  hand  the  sheet  in,  and  receive  the  next,  and  so  on 
until  the  examination  is  completed.  The  time  of  commencing  and 
finishing  work  on  all  sheets  should  be  entered  by  the  competitor, 
unless  directions  to  the  contrary  appear  on  the  sheet.  Care  shoula 
be  taken  to  see  that  the  examination  number  and  the  time  of  com- 
mencing and  finishing  are  entered  on  each  sheet.  No  competitor 
should  be  allowed  to  handle  or  review  his  examination  papers  after 
the  sheets  have  been  completed  and  handed  to  the  exammer. 


Kxiiiiiiiicr-;  lire  forliidden  to  explain  the  meaning  of  any  ques- 
ir  In  iiiiiki'  ri'[iinrk.*  or  suggestions  tliiit  might  assist  in  its  solu- 
II  i--  till'  iiihi  uf  the  Commission  to  make  the  examinations 
]iiiii:tiriil  ill  every  \\;iy»iid  to  avoid  alt  "catchy"  or  puzzling  questions. 
■"    '^'  iillii\Md  for  each  exammation  ia  indicated  on  the 

t  nu'\  is  continuous  from  the  time  work  is  com- 
.\ii  1.  lender  no  circumatanccs  may  a  conipetitoi 
<T(1  ihc  tune  allotted,  which  is  considered  ample  for 
1 1  ii'v\;i  ruination  without  undue  haste  or  carelessness. 
liiiir-  :should  also  be  informed  that  as  soon  as  the 
MT  (lu'ir  papers  will  be  sent  to  the  Commission  at 
AVii-liiii;:lmi  In  bi.'  niii-ii,  and  as  soon  as  the  ratings  are  completed 
iinlices  nl'  ilirij'  uvcni^'r  percentages  will  be  sent  them,  whether  they 
|iii-^s  or  not.  Iiii|iiirir-.  regarding  their  ratings  can  not,  therefore,  be 
I  befiirc  ilic  dale  of  mailing  of  notice  of  average  percentages. 
Ims  sbniild  in  the  meaniime  keep  the  district  secretarr 
infiiriiirii  uf  iiiiy  rjiiiiiL:t's  of  address,  so  that  the  notices  of  average 
ich  tliem  without  unnecessary  delay, 
■i( . .  — Particular  attention  is  called  to  the  address- 
■  cxiimination  for  clerk  and  carrier  in  the  Post- 
OlliiT  Si'i\  ii  ,■  itnil  fur  niilway  mail  clerk.  Each  competitor  should 
be  givTi  ilii-  r\.Tri-i>  in  a  room  apart  from  the  other  competitors. 
lie  ^hIlllbl  III'  iiil'iii'iiicil  ihat  he  will  be  allowed  not  to  exceed  five 
iiiiTiiiirs  ill  w  liii  li  lo  n':iii  ihe  cards,  and  that  speed  and  accuracy  are 
etHiullv  iiii|inniiiit.  'lln'  cxiiniinatiiin  on  ihis  sheet  should  be  con- 
clcd  sttinlv   ill  111  ruirijiJirr  wiili  ilic  iii-1 1'url inns  priiilcd  thereon. 
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copies  should  be  made  to  supply  each  competitor  with  a  copy  of  each 
sheet  of  his  examination.  Ii,  on  accoimt  of  the  nature  of  tne  sheet, 
this  can  not  be  done  (as,  for  instance,  with  a  photolithographic  sheet, 
such  as  the  copying  from  rough  draft  or  the  copying  and  spacing 
sheet  of  the  steno^apher  and  typewriter  examination),  the  sheets 
should  be  so  distributed  that  each  competitor  will  at  some  time 
during  the  day  receive  a  copy  and  have  time  to  perform  the  work. 

40.  Only  the  examination  noted  on  the  card  of  admission  should 
be  given,  unless  from  the  statement  of  the  applicant  it  appears  that 
the  examination  named  on  the  card  is  not  the  one  for  which  he 
applied,  in  which  event  give  the  desired  examination  if  possible  and 
mi^e  a  report  of  the  case. 

41.  When  a  competitor  takes  more  than  one  examination  at  the 
same  time,  in  which  most  or  all  of  the  subjects  are  common  to  all  of 
the  examinations  so  taken  (as  messenger,  watchman,  skilled  laborer, 
stenographer  and  typewriter,  departmental  and  Philippine),  he 
should  be  given  the  proper  prelimmary  sheet  for  each  examination 
and  be  required  to  fill  out  a  separate  declaration  sheet  and  a  sepa- 
rate last  sheet  for  each  examination.  The  numbers  on  the  aadi- 
tional  declaration  sheets  issued  to  him  should  be  changed  so  that 
the  numbers  on  all  the  sheets  will  be  the  same. 

42.  When  a  competitor  abandons  an  examination,  that  fact  should 
be  noted  upon  the  last  sheet  received  by  him,  and  the  remaining 
sheets  of  his  examination  should  also  be  so  indorsed,  including  the 
''personal-question''  sheet,  and  should  be  filled  in  with  his  examina- 
tion  number,  branch  of  service,  title  of  examination,  place,  and  date, 
and  arraiq^ed  with  the  sheets  of  the  other  competitors. 

43.  As  uie  completed  examination  sheets  are  received  by  the  exam- 
iner they  should  be  assembled  in  separate  piles  according  to  the 
subject  and  sheet  number,  and  the  sheets  in  each  separate  pile  should 
be  arranged  consecutively  according  to  the  exammation  numbers, 
with  the  lowest  number  on  top.  Immediately  upon  the  completion 
of  the  examination  the  papers  should  be  prepared  for  shipment  to  the 
Commission,  those  of  the  different  subjects  oeing  kept  separate  from 
each  other  oy  means  of  rubber  bands  or  otherwise.  Two  packages 
should  be  made  of  the  papers  before  wrapping,  one  containing  the 
competitors'  papers  and  the  other  the  imused  sheets.  The  declara- 
tion envelopes,  reports  of  examination,  blotters,  etc.,  may  be  arranged 
between  the  two  packages  of  papers.  The  cards  of  admission,  if  for 
an  examination  for  one  of  the  services  within  the  district,  should  be 
sent  to  the  district  secretary;  if  for  an  examination  other  than  one 
(rf  the  services  within  the  district,  they  should  be  sent  to  the  Commis- 
sion at  Washington,  D.  C.  If  two  or  more  separate  examinations  are 
hsldy  the  papers  of  each  examination  shoula  be  kept  separate  from 
each  other.  The  whole  should  then  be  securely  wrapped  m  one  pack- 
age, tied,  sealed,  and  forwarded  to  the  Commission  by  registered  mail, 
liiere  should  be  no  discrepancy  between  the  number  of  sheets  returned 
used  and  unused,  and  the  number  received  from  the  Commission  as 
noted  on  the  report. 

44.  In  case  tne  class  is  sufficiently  large  to  require  two  or  more 
days  to  examine  the  entire  number  of  competitors  m  an  examination 
which  requires  only  one  day  for  each  competitor,  each  day's  papers 
should  be  forwarded  at  the  close  of  the  day,  accompanied  by  the 
report  showing  whether  it  is  the  first,  second,  or  third  day,  etc.,  and  the 
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total  number  of  days  required.  In  an  examination  in  which  two  or 
more  days  are  allowed  a  com]>etitor  his  papers  should  not  be  returned 
upon  the  completion  of  each  day's  work,  but  should  be  retained  by  the 
examiner  ana  forwarded  after  the  entire  examination  is  finished. 

45.  The  time  entries  on  all  sheets  in  which  time  is  an  element  should 
be  carefully  verified  and  checked  before  the  papers  are  shipped  to  the 
Commission.  It  is  believed  that  if  this  is  done  the  number  of  reexami- 
nations necessitated  by  errors  in  noting  time  will  be  greatly  lessened. 

46.  All  applications  and  examination  papers  form  a  part  of  the 
Commission  s  records  and  can  not  be  returned  to  the  applicants  or 
competitors. 

47.  Visitors  may  be  allowed  in  the  examination  room.  They 
should  not,  however,  be  permitted  to  communicate  with  competitors 
unless  it  is  within  the  hearing  of  an  examiner.  No  persons  other 
than  the  examiners  are  permitted  to  handle  or  look  over  either  tiie 
used  or  unused  examination  sheets. 

48.  Newspaper  men  should  be  treated  with  uniform  courtesy  and 
should  be  given  all  proper  information  which  they  may  desire  for 
publication.  They  should  not,  however,  be  furnished  with  the  names 
of  any  competitors  in  the  examination  or  the  questions  used. 

SATING  OF  EXAMINATION  PAPEB8. 

49.  The  following  method  is  observed  in  rating  examination  papers 
by  the  examining  division  of  the  Commission: 

After  an  exammation  is  held  the  papers  are  arranged  by  sheets  or 
subjects  and  are  forwarded  under  seal  to  the  Commission.  When 
they  are  reached  in  the  order  of  rating,  they  are  distributed  by  sheets 
to  the  examiners.  Examiner  A  being  given  all  of  sheets  1,  Examiner 
B  all  of  sheets  2,  Examiner  C  all  of  sheets  3,  and  so  on,  the  sheets  being 
distributed  to  as  manv  examiners  as  there  are  subjects  in  the  par- 
ticular examination  to  be  rated.  After  the  papers  are  rated  in  the  first 
instance  they  are  redistributed,  and  the  nrst  rating  is  reviewed  by 
other  examiners.  \Vhen  all  of  the  papers  of  an  examination  have 
been  rated  and  reviewed,  those  of  each  competitor  are  then  for  the 
first  time  assembled  or  brought  together,  his  average  percentage  is 
ascertained,  his  declaration  envelope  is  opened,  and  the  declaration 
sheet  to  wliich  he  has  signed  his  name  is  attached  to  his  examination 
papers.  The  identity  of  the  competitor,  therefore,  is  not  disclosed 
until  his  papers  have  been  rated  and  reviewed  and  his  average  per- 
centage determined.  As  the  charges  for  specific  errors  are  all  fixed 
by  the  rules  for  rating,  and  as  each  subject  is  rated  by  one  examiner 
and  reviewed  by  another,  it  will  be  seen  that  absolute  impartiality, 
accuracy,  and  uniformity  are  secured  in  the  work. 

50.  The  papers  of  all  the  competitors  in  an  examination  must  be 
rated  at  the  same  time,  and  no  competitor's  papers  will  be  made  spe- 
cial or  be  rated  in  advance  of  others. 

51.  An  average  percentage  of  70  in  all  examinations  is  required  for 
eligibility,  except  in  the  case  of  applicants  entitled  to  preference  under 
section  1754,  United  States  Revised  Statutes  (for  further  information 
concerning  privileges  of  this  class  of  applicants  see  section  113).  pro- 
vided that  m  examinations  comprising  Doth  grade  and  technical  sub- 
jects in  which  the  teclmical  subjects  constitute  not  less  thui  50  per 
^.ent  of  the  examination  the  competitor  must  obtain  an  average 
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percentage  of  not  less  than  70  on  the  technical  subjects  in  addition  to 
an  eligible  rating  on  the  whole  examination  in  order  to  become  eligible 
for  appointment.  Should  a  competitor  fail  to  obtain  an  average  per- 
centage of  70  on  the  technical  subjects  the  remaining  subjects  will 
not  be  rated. 

52.  A  notice  of  ratings  will  be  sent  to  each  person  examined  as  soon 
as  practicable  after  an  examination,  whether  such  person  passes  or 
fails  to  pass. 

PBOOEDUBE   IN   FILLING   VACANCIES. 

53.  Copies  of  eligible  registers  for  positions  in  the  postal,  customs, 
custodian,  internal-revenue,  mint  ana  assa^y*,  and  subtreasury  services 
are  fumisned  nominating  officers  by  the  district  secretary. 

54.  The  departments  nave  general  authority  to  make  temporary 
appointments  as  hereafter  inmcated,  and  they  should  make  report 
of  these  appointments  on  the  regular  weekly  or  montnly  reports  of 
changes. 

55.  The  examination  papers  of  eligibles  will  not  be  submitted  to 
the  noininating*officer  except  upon  his  request.  No  formal  certifi- 
cates will  be  issued.  Selections  from  the  registers  should  be  made  in 
accordance  with  the  following: 

PROBATIONAL  APPOINTMENT. 

56.  Sdedion  from  reaister  containing  at  least  three  names. — ^When  a 
vacancy  occurs  or  is  about  to  occur,  and  a  probational  appointment 
is  to  be  made,  the  district  secretary,  upon  the  request  or  the  nomi- 
nating officer,  forwards  to  the  officer  making  the  request  the  papers 
of  those  persons  eUgible  for  appointment  to  such  vacancy.  The 
nominating  officer  makes  selection  and  immediately  notifies  the  person 
selected  on  the  proper  form^  and  after  his  acceptance  nominates  him 
to  the  Department  for  appomtment,  using  the  prescribed  form,  which 
must  show  also  the  names  of  the  two  other  persons  eligible  for  appoint- 
ment to  the  vacancy.  This  form  is  delivered  by  the  nommating 
officer  to  the  local  secretary,  who  makes  the  proper  entries  on  his 
register  and  that  of  the  nominating  officer,  charging  the  certification 
to  the  two  eligjbles  not  selected  and  showing  the  selection  of  the  one 
nominated.  The  local  secretary  then  forwards  the  form  to  the  dis- 
trict secretary,  who,  after  making  proper  entries  on  his  register  and 
indorsing  over  his  official  signature  on  the  form  that  the  name  appear- 
ing as  selected  thereon  is  properly  selected,  forwards  it  to  the  Depart- 
ment. For  services  imder  the  Treasury  Department,  in  additom  to 
the  above  procedure,  a  duplicate  nomination  is  made  and  forwarded 
to  the  Department  by  the  local  secretary  after  he  has  indorsed  on  the 
form  over  his  official  signature  that  the  name  appearing  thereon  as 
selected  has  been  propeny  selected.  For  the  position  of  clerk  in  the 
postal  service  the  nomination  should  be  made  in  triplicate  and  all 
three  copies  forwarded  to  the  district  secretary  in  the  usual  manner. 
After  they  have  been  indorsed  they  should  be  returned  to  the  post- 
master.  who  will  forward  them  to  the  Department. 

67.  When  probational  appointment  is  declined,  declination  in 
writing  is  required  by  the  nominating  officer,  who  forwards  such 
declination  to  the  district  secretary,  who  in  turn  forwards  a  copy 
thereof  to  the  Comimssion.    An  eligible  who  declines  probational 
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a{)pointment  or  who  fails  to  qualify  should  be  notified  by  the  dis- 
trict secretary  that  if  he  desires  his  name  restored  to  the  register  his 
recj[uest  for  such  restoration  must  be  filed  with  the  district  secretaiy 
within  thirty  days  from  the  date  of  notice.  If  in  the  opinion  of  the 
district  secretary  the  reason  given  by  the  eligible  for  declining  is 
satisfactory,  his  name  will  be  restored  to  the  register.  If  not,  the 
the  case  will  be  referred  to  the  Commission  for  proper  action. 

58.  When  an  eligible  fails  to  respond  to  notice  of  selection  the 
nominating  officer  should  advise  the  district  secretary.  The  district 
secretary  should  immediatelv  report  to  the  Commission  by  letter 
all  cases  where  an  eligible  fails  to  qualify.  He  ^ould  also  report  all 
restorations  to  the  register,  and  have  the  proper  entries  nuufo  upon 
the  registers  in  the  possession  of  the  nominating  oiBScer  and  the  local 
secretary. 

TBMPORART  APPOINTICBNT  DT  UBU  OF  PBOBATIONAL  APPOD9TMKNT. 

59.  Selection  from  register  corUaining  at  least  one  name  and  less  than 
three  names,— tn  case  the  nominating  officer  declines  to  make  pro- 
bational  appointment  from  a  register  containing  at  least  one  and  tees 
than  three  names,  temporary  appointment  mi^  be  made  from  the 
register,  unless  reasons  satisfactory  to  the  Commission  are  given  why 
it  should  not  be  so  made.  If  such  appointment  is  made  from  the 
register,  nomination  should  be  made  ana  forwarded  and  proper  entries 
and  indorsement  made  as  in  the  case  of  a  probational  appointment. 
If  the  appointment  is  declined,  a  written  declination  is  required  in 
the  same  manner  as  in  the  case  of  dcK^lination  of  probational  appoint- 
ment. If  temporary  appointment  is  made  from  the  register,  sudi 
appointment  may  contmue  imtil  the  position  can  be  fined  from  a 
register  containing  at  least  three  names. 

60.  Temporary  appointment  in  lieu  of  probational  appointment  when 
no  register  exists, — ^When  there  is  no  name  upon  the  roister,  or  when 
the  register  contains  at  least  one  and  less  than  three  names,  but  no 
eligible  is  willing  to  accept  temporary  appointment  or  is  not  available 
on  account  of  absence  from  the  city,  the  nominating  officer  may 
nominate  any  person  for  temporary  appointment^  and  if  such  nomir 
nation  is  made  it  shall  be  forwarded  to  the  district  secretary  in  the 
same  manner  as  if  for  probational  appointment.  If  the  appointment 
is  declined  by  a  person  on  the  register,  a  written  declination  is  required 
as  in  the  case  of  probational  appointment.  The^  nominating  officer 
must  show  on  his  nomination  the  fact  that  no  eligible  woulcT  accept 
or  was  available,  and  the  reason  therefor.  The  district  secretary 
makes  such  indorsement  over  his  official  signature  on  the  nomination 
as  will  indicate  to  the  Department  that  tne  nomination  was  proper 
in  view  of  the  absence  or  eligibles.  Such  temporary  appointment 
may  continue  until  the  position  can  be  filled  either  by  probational 
appointment  or  by  temporary  appointment  from  the  roister,  as 
described  above.  Whenever  a  temporary  appointment  without  selec- 
tion from  the  register  is  made,  it  is  the  duty  of  the  district  secretary 
to  report  immeoiately  to  the  Commission  by  letter  the  name  of  the 
appomtee,  the  name  of  the  office  in  which  tne  appointment  is  made, 
the  date  of  the  appointment,  and  the  circumstances  in  connection 
with  the  appointment.  It  is  also  the  duty  of  the  district  secretary 
to  ascertain  when  such  appointment  ceases,  to  report  to  the  Com- 
mission by  letter  the  facts  in  connection  with  the  cessation  of  such 
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appointment,  and  to  notify  the  temporary  appointee  of  any  examina- 
tion that  may  be  held  for  the  position. 

61.  Temporary  appointment  not  in  lieu  of  probaOonal  appointment, 
but  for  job  empioyment,  additional  worJc,  or  on  accourtt  ojike  absence 
of  an  employee. — ^VHien  a  temporary  appointment  is  necessary  for 
job  employment,  additional  work,  or  on  accoimt  of  the  absence  of 
an  employee,  selection  must  be  made  from  the  register  if  there  is  at 
least  one  eligible  willing  to  accept,  unless  reasons  satisfactory  to  the 
Commission  are  given  why  such  selection  should  not  be  made.  The 
appointment  must  be  tendered  to  those  on  the  register  in  accordance 
with  the  rules  governing  certifications,  and  if  all  of  them  decline,  or 
if  no  one  is  available  on  accoimt  of  absence  from  the  city,  any  person 
may  be  nominated,  and  the  facts  relative  thereto  should  be  noted 
by  the  nominating  officer  upon  the  form  of  nomination,  which  should 
be  forwarded  to  the  district  secretary  in  the  same  manner  as  if  for 

Srobational  appointment.  If  this  kmd  of  appointment  should  be 
eclined  by  a  person  on  the  register,  a  written  aeclination  is  required 
as  in  the  case  of  probational  appointment,  and  a  copy  of  the  declina- 
tion is  forwardea  to  the  Commission  by  the  district  secretary. 

62.  Whenever  a  temporary  appointment  without  selection  from 
the  register  is  made  as  proviaed  above,  it  is  the  duty  of  the  district 
secretary  to  immediately  report  to  the  Commission  by  letter  the  name 
of  the  appointee,  the  name  of  the  office  in  which  the  appointment  is 
made,  the  date  of  the  appointment,  and  the  circumstances  in  conneo- 
tion  with  the  appointment.  It  is  also  the  duty  of  the  district  secre- 
tary to  ascertain  when  such  temporary  appointment  ceases,  to  report 
to  the  Commission  by  letter  the  lacts  m  connection  with  the  cessation 
of  such  appointment,  and  to  notify  the  temporary  appointee  of  any 
examination  that  may  be  held  for  the  position. 

THB  ESTABLISHMENT  OF  REGISTERS. 

63.  The  district  secretary  is  authorized  to  announce  an  examina- 
tion whenever  eligibles  are  needed  for  local  services  within  the  dis- 
tricts in  accordance  with  the  district  regulations.  ^  Notices  of  all  such 
examinations  should  be  sent  to  the  appUcation  division  of  the  Com- 
mission. 

64.  Upon  the  completion  of  the  rating  of  examination  papers  they 
are  ^pped  by  the  chief  examiner's  office  direct  to  the  district  secre- 
tary,^ who,  after  preparing  and  sending  notice  of  eligibiUty  and  ineU- 
gibility  to  competitors,  prepares  the  eii^ble  registers,  forwarding  one 
copy  to  the  nominating  officer,  one  to  the  local  secretary,  one  to  the 
Commission,  and  retaining  one  for  his  ffies.  Lists  of  those  who  fail 
to  pass  are  not  made.  If  a  vacancy  or  temporary  appointment  exists, 
the  nominating  officer,  immediately  upon  receipt  of  a  cop^r  of  the 
roister,  must  make  selection  from  the  register  and  f orward  ms  nomi- 
nation to  the  district  secretary  as  indicated  above.  In  case  tem- 
porary appointment  has  existed,  if  the  nomination  does  not  show 
that  the  temporary  appointee  was  selected  from  the  register  or  is 
not  accompamed  by  a  notice  of  his  separation  from  the  service,  the 
district  secretary  must  request  the  nominating  officer  to  furnish  the 
date  of  separation  of  the  temporary  appointee  or  the  reason  for  his 
retention,  report  of  which  must  be  made  by  letter  by  the  district  sec- 
retary to  the  Commission.     He  must  also  embody  in  the  same  report 


166        BULES  AND  BEGULATIONS,  DEPARTMENT  OF  IKTERIOIt. 

information  as  to  whether  the  temporary  appointee  entered  the 
examination  held  for  the  position  temporarily  hlled  by  him,  whether 
he  passed  or  failed,  and  if  he  was  not  examined,  the  reasons  therefor. 
These  reports  and  the  weekly  and  monthly  reports  of  changes  re- 
ceived from  the  Departments  are  checked  with  the  registers  in  the 
division  of  appointments  of  the  Commission,  which  enables  the  Com- 
mission to  keep  a  correct  record  of  temporary  appointments  made 
without  selection  from  the  registers,  as  well  as  of  appointments  made 
from  the  re^sters. 

65.  Po8t<)jffice  Service. — ^Three  registers  of  the  names  of  eligibles 
obtained  through  the  clerk-carrier  examination  for  the  Post-OflBce 
Service  are  maintained,  viz,  the  female-clerk  register,  the  male-clerk 
register,  and  the  carrier  register.  In  this  service  appointments  are 
usually  made  to  the  position  of  substitute  clerk  or  substitute  carrier. 
Promotion  is  made  from  the  grade  of  substitute  clerk  or  substitute 
carrier  to  that  of  regular  clerk  or  regular  carrier.  A  vacancy  in  the 
position  of  regular  clerk  or  regular  carrier  in  the  force  of  a  post-oflBce 
IS  filled  by  the  promotion  of  the  senior  substitute  from  the  proper  roll 
of  substitute  clerks  or  substitute  carriers. 

66.  At  those  offices  where  twenty  or  more  carriers  are  emnloyed 
separate  male-clark  and  carrier  registers  are  maintained,  and  each 
male  applicant  for  examination  at  such  offices  is  required  to  state 
definitely  in  his  application  the  position,  either  clerk  or  carrier,  to 
which  he  desires  to  be  appointed.  He  is  not  allowed  to  change  the 
designation  of  the  register  upon  which  he  desires  his  name  entered, 
as  indicated  in  his  application,  after  the  date  set  for  the  close  of  the 
receipt  of  applications.  At  all  other  post-offices  the  name  of  each 
male  competitor  who  passes  the  clerk-carrier  examination  will  be 
entered  upon  both  the  male-clerk  register  and  the  carrier  register 
and  must  DC  certified  in  its  order  to  vacancies  occurring  in  either  the 
position  of  clerk  or  that  of  carrier.  Male  eligibles,  if  reached  in  order 
of  certification,  are  entitled  to  three  certifications  from  each  register, 
and  certifications  from  one  register  wdll  not  be  counted  on  the  other 
register.  Failure  of  selection  from  one  register  or  declination  of 
appointment  when  selected  will  not  affect  the  eligible's  standing  on 
the  other  register.  Appointment  from  either  register  will  remove  the 
eligible's  name  from  both  registers. 

67.  Customs  Service. — If  an  eligible  for  appointment  in  a  custom- 
house where  there  is  but  one  appointing  officer  receives  three  certifi- 
cations for  probational  appointment  and  is  not  selected,  his  right  to 
certification  ceases,  and  his  name  must  be  dropped  from  the  register 
without  special  notification  to  the  Commission.  Eligibles  who  are 
reached  in  order  of  certification  are  entitled  to  three  certificates  to 
each  appointing  officer  at  custom-houses  where  there  is  more  than 
one  appointing  officer  and  are  certified  according  to  the  particular 
positions  specified  by  them  in  their  applications. 

LIST  OF  EUaiBLES  TO  BE  POBTBD. 

68.  Form  140  or  140a.  ''List  of  persons  eligible  for  appointment," 
which  should  be  posted  in  a  conspicuous  place  in  the  post-office  or 
Federal  building,  should  show  the  number  of  times  each  eli^ble's 
name  has  been  certified.  This  list  should  also  show  the  selection  of 
eligibles. 
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PERIOD  OF  ELIGIBIIiITT. 

69.  The  period  of  eligibility  on  all  registers  for  original  appointment 
is  one  year  from  the  date  of  entering  the  name  on  the  register,  which 
«iitiy  IS  made  as  soon  as  practicable  after  the  rating  of  the  papers. 
The  date  of  entry  of  a  name  on  the  register  is  usually  but  a  few  days 
subsequent  to  the  date  of  the  notice  of  eligibiUty.  The  period  of  eli- 
g^biUty  may,  however,  be  extended,  in  the  discretion  of  the  Commis- 
sion, when  the  conditions  of  good  administration  render  it  inexpedient 
to  hold  a  new  examination.  The  extension  of  the  period  of  eligibility 
can  not  be  granted  in  individual  cases  and  is  always  extendea  to  the 
entire  list  of  eligibles  on  the  particular  register  to  which  appUed. 

70.  Whenever  a  person  whose  name  is  upon  more  than  one  register 
is  appointed  from  one  of  such  registers,  his  eligibility  on  all  registers 
of  me  same  or  lower  grade  expires  upon  such  appointment.  If  he 
declines,  his  name  maj%  upon  nis  request,  be  restored  to  the  register 
for  the  remaining  certincations  to  which  he  may  be  entitled. 

PROBATION  ART   PERIOD   AND  ABSOLUTE   APPOINTMENT. 

71.  The  probationary  period,  provided  in  Rule  VII,  section  1,  clause 
(c),  is  a  practical  test  desired  to  show  the  fitness  of  the  appointee 
for  the  particular  work  which  he  is  expected  to  do.  The  appointing 
officer  is  the  final  ludge  of  the  Qualifications  of  the  persons  whom  he 
appoints  and  deciaes  whether  tne  conduct  or  capacity  of  the  proba- 
tioner is  satisfactory.  He  can  not,  however,  extend  the  period  of 
probation,  and  therefore  if  he  does  not  remove  the  employee  at  the 
end  of  the  period  an  absolute  appointment  is  presumed.  The  pro- 
cedure required  by  section  2  of  Kule  XII  appUes  to  removals  during 
probation  as  well  as  to  removals  after  absolute  appointment. 

72.  An  employee  may  be  promoted  from  the  substitute  to  the 
regular  force  ana  from  one  OTade  of  clerk  to  another  without  regard 
to  the  length  of  service.  The  probationary  period  for  post-office 
clerks  and  carriers  begins  upon  their  promotion  to  the  regular  roll  and 
not  at  the  date  of  original  appointment  as  substitute. 

PROMOTIONS. 

73.  PostrOJfice  Service. — ^Until  regulations  to  govern  promotions  are 
made,  promotions  in  the  regular  force  of  any  post-office  may  be  made 
from  one  grade  to  another  upon  any  test  of  fitness  determmed  upon 
by  the  Department,  if  not  disapproved  by  the  Commission. 

74.  Substitutes  snail  be  promoted  to  tne  first  vacancies  occurring 
in  regular  positions  in  the  order  of  their  original  appointment,  when- 
ever there  are  substitutes  of  the  reauired  sex  who  are  eligible  and  will 
accept,  unless  such  vacancies  are  filled  by  promotion,  transfer,  or  rein- 
statement. The  date  given  in  the  nomination  of  a  person  for  appoint- 
ment to  the  grade  of  substitute  carrier  is  taken  as  the  date  oi  such 
appointment. 

75.  Where  two  or  more  substitutes  are  appointed  on  the  same  date 
they  shall  be  promoted  to  the  regular  force  m  the  order  of  the  averages 
attained  by  tnem  in  the  examination,  irrespective  of  the  fact  that  one 
or  more  or  such  substitutes  may  have  been  allowed  preference  imder 
section  1754,  Revised  Statutes.  Preference  imder  this  section  is  con- 
fined to  entrance  to  the  service  and  does  not  apply  to  promotions. 
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76.  The  Commission  may  authorize  a  senior  substitute  to  waive 
his  right  of  promotion  to  a  vacancy  in  the  position  of  clerk  or  carrier 
in  favor  of  tne  substitute  standing  next  hi^nest  on  the  Ust  and  retain 
his  position  at  the  head  of  the  substitute  hst,  if  this  is  the  wish  of  the 
parties  concerned. 

77.  A  promotion  from  a  competitive  position  to  an  excepted  posi- 
tion may  only  be  forced  upon  a  person  for  considerations  of  public 
good. 

78.  Cuatom-House  Service, — The  following  regulations  govern  pro- 
motions in  the  Custom-House  Service,  except  at  New  i  ork,  where 
special  regulations  are  in  force: 

The  following  promotions  may  be  made  at  any  time  after  absolute 
appointment: 

(a )  Any  employee  to  the  next  higher  class  in  the  same  grade  upon 
any  test  of  fitness  determined  upon  by  the  nominating  omcer. 

(6)  Anjr  employee  to  the  lowest  class  in  any  other  grade,  or  to  a 
class  no  higher  than  the  class  from  which  transferred,  upon  passing  a 
noncompetitive  examination  for  that  grade. 

(c)  Storekeepers  and  assistant  storekeepers  shall  be  graded  as 
clerks,  and  vacancies  shall  be  fiilled  by  assignments  from  the  giude  of 
clerk. 

79.  In  filling  vacancies  in  the  regular  grades  from  among  those 
employed  for  occasional  duty,  selections  for  promotion  will  be  made 
in  the  order  of  seniority  in  all  cases,  except  where  the  nominating  or 
appointing  officer  gives  sufficient  reasons  why  the  occasional  employee 
longest  in  the  service  is  not  entitled  to  such  promotion.  Those 
employed  for  occasional  duty  should  not  be  confused  with  temporary 
appointees  under  Rule  VIII. 

80.  The  promotion  of  persons  employed  for  occasional  duty  will  be 
made  only  to  the  lowest  class  of  tne  grade  in  which  the  occasional 
employee  is  serving,  or  to  the  lowest  class  of  any  other  grade  not 
requiring  a  higher  examination. 

81.  The  requirement  in  the  regulations  of  absolute  appointment 
prior  to  promotion  does  not  apply  to  promotions  of  occasional 
employees  to  the  permanent  force.  Such  promotions  may  be  made 
during  the  probationary  period. 

82.  Temporary  service  in  a  higher  p-ade  does  not  forfeit  rights  of 
promotion  m  the  grade  in  which  appomted.     Promotion  from  a  com- 

{)etitive  to  an  excepted  position  may  be  forced  upon  an  employee  only 
or  considerations  of  puoUc  good. 

83.  At  all  custom-houses,  except  New  York,  boards  will  be  author- 
ized to  hold  noncompetitive  promotion  examinations,  when  requested 
by  the  Secretary  of  the  Treasury. 

TRANSFERS. 

84.  All  transfers  must  be  made  in  accordance  with  the  provisions 
of  Rule  X,  and  of  the  transfer  regulations.  The  initiative  m  TTHLking 
a  transfer  rests  with  the  head  of  the  Department  in  which  the  person 
seeks  service.  It  is  contrary  to  the  practice  of  the  Commission  to 
undertake  to  decide  Questions  relating  to  transfers  which  may  become 
the  subject  of  action  oy  a  Department,  until  presented  through  official 
channels. 
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W         85.  In  making  removals  or  changes  in  rank,  section  2,  clause  2, 
'      Mragraph  5.  and  section  13  of  the  civil  service  act,  and  section  2, 
Hvk  I,  and  Rule  XII  must  be  observed. 

86.  The  following  reasons  are  specifically  enimierated  by  the  rules 
^  good  cause  for  removal:  Physical  or  mental  imfitness  for  the  posi- 
tion which  the  employee  or  officer  holds;  criminal,  infamous,  disnon- 
^st,  immoral,  or  notonously  disgraceful  conduct;  intentionally  making 
^  false  statement  as  to  any  material  fact,  or  practicing  any  aeception 
or  fraud  in  securing  examination,  registration,  certification,  or  appoint- 
^nent;  refusal  to  furnish  proper  t^timonj  before  the  exammers  of 
the  CSommission;  the  habitual  use  of  intoxicating  beverages  to  excess; 
and  (upon  second  offense)  consenting  to  a  recommendation  for  his 
promotion  from  a  person  other  than  one  under  whose  supervision  the 
employee  has  served.  Section  3  of  Rule  XII  provides  for  the  removal 
of  any  person  in  the  Executive  civil  service  wno  willfully  violates  any 
of  the  provisions  of  the  act  or  rules.  ^ 

87.  where  a  removal  or  reduction  is  made  for  any  cause,  other  than 
one  merely  political  or  religious,  which,  in  the  opinion  of  the  officer 
making  the  removal,  will  promote  the  efficiency  of  the  service,  the 
Commission  has  no  authonty  to  interfere,  furtner  than  to  see  that 
penalties  like  in  character  are  imposed  for  like  offenses  and  that  the 
formalities  prescribed  by  section  2  of  Rule  XII  are  observed. 

REINSTATEMENTS. 

88.  Reinstatements  are  governed  by  Rule  IX.  The  initiative  in 
all  reinstatement  cases  rests  with  the  proper  nominating  or  appointing 
officer^  the  province  of  the  Commission  being  limited  to  tne  deter- 
mination or  the  eligibiUty  f or  reinstatement  and  the  issuance  of  its 
certificate  in  response  to  the  formal  requisition.  Nominations  for 
reinstatements  should  be  made  to  the  Department,  as  in  the  case  of 
nominations  for  original  appointments. 

89.  RBinstatemeDt  is  not  a  right  given  to  the  applicant,  but  is  a 
mere  privilege  of  the  appointing  officer,  to  be  exercised  in  his  discre- 
tion, subject  to  the  restrictions  of  the  rules. 

90.  When  reinstatement  is  appUed  for  on  account  of  military  or 
I      naval  service,  care  should  be  taken,  when  sending  the  nomination  to 

the  Department,  to  give  the  name  of  the  person  exactly  as  it  appears 
in  his  certificate  of  (uischarge,  as  well  as  the  company  and  regiment  in 
or  vessel  on  which  he  served,  and  the  dates  or  enlistment  and  dis- 
charge. 

91.  A  recommendation  for  reinstatement  should  not  be  made  unless 
a  vacancy  exists  or  is  about  to  be  created. 

EXCEPTED  POSITIONS. 

^  92.  In  Schedule  A  of  the  rules  are  enumerated  the  excepted  posi- 
tions in  the  different  branches  of  the  service.  These  positions  are 
within  the  classified  service,  but  may  be  filled  without  examination 
or  upon  noncompetitive  examination,  as  provided  in  section  3  of  Rule 
n.  If  the  employee  entered  the  excepted  position  by  competitive 
examination,  or  by  promotion  or  transfer  from  a  competitive  position, 
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he  is  entitled  to  all  the  ridits  of  a  competitive  employee,  but  not  to  the  ^ 
right  to  be  served  with  charges  prior  to  removal,  to  which  persons  in  , 
competitive  positions  are  entitled  under  section  2  of  Rule  xTT 

93.  Nominating  officers  are  not  authorized  to  treat  positions  m  their-r 
offices  as  excepted  under  Schedule  A  until  they  have  been  officially  ^ 
designated  as  such  by  the  head  of  the  Department.  Authority  to^ 
treat  positions  as  excepted  should  be  obtained  before  making  appoint — 
ments  in  order  that  there  may  be  no  delay  in  approving  the  appoint — 
ments  when  they  are  reported  to  the  Commission. 

94.  A  person  appointed  to  an  Excepted  position  must  perform  thee 
legitimate  duties  of  the  position  and  no  others,  unless  such  others 
duties  are  performed  in  admtion  to  and  not  in  lieu  of  the  duties  of  the^ 
excepted  position. 

UNCLASSIFIED   POSmONS. 

95.  Mere  laborers  and  persons  whose  appomtments  must  be  con — 
firmed  by  the  Senate  are  not  classified.  Such  positions  are  not  sub- 
ject to  the  civil  service  rules  regarding  exammation,  appointment, 
removal,  etc.  Rule  X  prohibits  the  transfer  of  unclassified  employ- 
ees to  classified  positions,  unless  they  were  appointed  by  competitive 
examination  under  the  civil-service  rules,  or  oy  promotion  or  tnoisfer 
from  a  competitive  position;  and  Rule  II  forbids  the  assimment  of 
unclassified  laborers  to  work  of  the  same  grade  as  that  periormed  by 
classified  employees. 

REPOBTS  OF  CHANGES. 

96.  Under  Rule  XIII  the  Commission  has  authority  to  require 
nominating  and  appointing  officers  to  report  to  it  the  status  of  all 
employees  under  their  authority  and  all  cnanges  in  their  status. 

97.  Posi'Ojfice  Service, — Reports  of  changes  in  the  service  formerly 
rendered  by  postmasters  on  Form  143  were  discontinued  in  July,  1902. 
The  Commission's  records  of  employees  and  of  the  changes  m  their 
status  are  now  compiled  from  copies  of  order  sheets  furnished  by  the 
Post-Office  Department. 

98.  Custorti-Eouse  Service. — Reports  of  changes  heretofore  made 
by  officers  of  ports  on  Form  143  were  discontinued  on  June  30,  1903. 
Trie  Commission's  records  of  employees  and  the  changes  in  their  status 
are  now  compiled  from  reports  furnished  by  the  Treasury  Department. 

VETERAN   PREFERENCE. 

99.  To  entitle  a  person  to  military  or  naval  precedence  under  seo- 
tion  1754,  Revised  Statutes,  he  must  have  been  disabled  by  wounds 
received  or  sickness  incurred  in  the  line  of  duty,  and  discharged 
because  of  such  disability. 

100.  Retirement  of  transfer  to  the  Veteran  Reserve  Corps  is  not  a 
discharge  and  does  not  entitle  to  preference. 

101.  when  a  person  is  allowed  preference,  he  is  given  the  following 
advantages: 

(a)  He  is  released  from  all  age  limitations. 

Q>)  He  has  to  attain  a  general  average  of  only  65  to  be  eligible,  while 
for  all  others  70  is  required. 

(c)  If  eligible,  his  name  is  certified  before  all  others. 
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(d)  He  will  be  certified  without  regard  to  the  apportionment. 

102.  When  an  applicant  claims  preference,  a  statement  of  his  serv- 
ice, giving  the  company  and  regiment  or  vessel  and  dates  of  enlist- 
ment and  discharge,  should  be  sent  to  the  Commission  at  once  in 
order  that  the  claun  may  be  verified  from  the  records  of  the  proper 
Department. 

PARTISAN   ACTIVrrr  AND   ASSESSMENTS. 

103.  The  provisions  of  the  civil-service  act  and  rules  on  the  subject 
of  partisan  activity  and  assessments  are  section  2,  clause  2,  paragraphs 
5  and  6,  and  sections  11,  12,  13,  14,  and  15  of  the  act,  ana  sections  1 
and  2  of  Rule  I.  The  extent  to  which  the  political  activity  of  Federal 
officeholders  is  restricted  is  shown  in  an  article  on  this  subject  at  pages 
145-147,  nineteenth  report. 

104.  The  Postmaster-Greneral  on  October  1,  1902.  issued  the  fol- 
lowing instructions  to  the  officers  and  employees  or  the  Post-Office 
Department: 

(a)  As  to  political  activity,  a  sharp  line  is  drawn  between  those  in 
the  classifiea  and  those  in  the  unclassified  service.  Postmasters  or 
others  holding  unclassified  positions  are  merely  prohibited  from  using 
their  offices  to  control  political  movements,  from  neglecting  their 
duties,  and  from  causing  public  scandal  by  political  activity. 

(6)  A  person  in  the  classified  service  has  an  entire  right  to  vote  as 
he  pleases,  and  to  express  privately  his  opinions  on  all  political  sub- 
jects, but  he  should  take  no  active  part  m  political  management  or 
m  political  campaigns. 

PARTISAN  ACnyiTT  OF  BOARDS  OF  EXAMINERS. 

105.  The  Commission  believes  that  the  best  interests  of  the  service 
will  be  promoted  by  the  nonparticipation  of  all  members  of  its  boards 
of  examiners  in  political  conventions  or  in  the  work  of  poUtical  com- 
mittees. While  attendance  at  a  political  convention  as  a  delegate 
or  membership  upon  a  poUtical  committee  is  not,  in  itself,  a  violation 
of  the  rules,  partisan  activity,  if  sufficient  to  impair  usefulness  as  a 
representative  of  the  Commission,  is  sufficient  cause  for  removal  from 
membership  on  any  of  its  boards  of  examiners. 

ATTEMfTS  OF  EMPLOYEES  TO  INFLUENCE  LEGISLATION. 

106.  On  January  31, 1902,  the  President  issued  the  following  order: 

All  officen  and  employees  of  the  United  States  of  every  description,  serving  in  or 
under  any  of  the  Executive  Departments,  and  whether  so  serving;  in  or  out  of  Washing- 
ton, are  hereby  forbidden,  either  directly  or  indirectly,  individually  or  through  asso- 
ciations, to  solicit  an  increase  of  pay,  or  to  influence  or  attempt  to  influence  in  their 
own  interest  any  other  legislation  whatever,  either  before  Congress  or  its  committees, 
or  in  any  way,  save  throu^  the  heads  of  the  Departments  in  or  under  which  they  serve, 
on  penalty  of  dismissal  from  the  GK:>vemment  service. 

AUTHOBriT  TO   WrTHHOLD   SALARY. 

107.  Authority  is  given  the  Commission  by  Rule  XV  to  direct  dis- 
bursing and  auditing  officers  to  withhold  the  salary  of  persons  holding 
positions  in  violation  of  the  civil-service  act  or  rules. 

S.  Doc.  396, 6^2,  pt  1 11 
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ALLOW ANOES  FOR  TRAYELINQ  EXPENSES. 

108.  Before  incurring  any  expense  for  traveling  upon  the  business 
of  the  Commission,  an  emplojee  or  member  of  a  distnct  or  local  boajtl 
must  be  furnished  with  speci&c  written  authority  to  perform  the  par- 
ticular journey  to  which  such  expenses  relate,  which  authority  must 
be  issued  by  the  Commission.  Such  authority  will  only  be  given 
upon  a  specific  minute  of  the  Conmiission  directing  the  journey  and 
stating  its  object,  but  in  case  of  exigency,  when  necessary  for  the 
prompt  transaction  of  public  business,  a  oistrict  secretary  may  sign 
an  order  of  this  character  for  his  own  travel  or  «f  a  clerk  or  a  member 
of  a  board  under  his  direction,  and  report  the  same  promptly  to  the 
Commission  for  its  approval.  The  expense  incurred  mU  not  be 
allowed  without  such  approval.  A  copy  of  the  letter  of  authority 
must  at  once,  upon  its  issuance,  be  filed  with  the  disbursing  agent. 
In  the  absence  of  such  authority  no  claim  for  reimbursement  of  trav- 
eling expenses  will  be  allowed. 

109.  Every  recommendation  made  to  the  Commission  for  the 
authorization  of  travel  must  state  the  character  of  the  business  to  be. 
transacted  and  for  which  travel  is  to  be  performed.    Such  vague 

Shrases  as  *'on  official  business,"  *'on  business  connected  with,"  etc, 
o  not  afford  data  sufficient  to  determine  whether  the  expenses  of  the 
contemplated  travel  are  legally  chargeable  to  the  appropriation  for 
travelii^  expenses. 

110.  Employees  will  be  allowed  their  "actual  traveling  expenses" 
usual  and  essential  to  the  ordinary  comfort  of  travelers,  embraced  in 
the  following  items  of  expenditures : 

I.  Actual  fares  on  railroads,  steamboats,  and  other  conveyances, 
by  the  shortest  practicable  route;  the  hire  of  special  transportation 
wnere  there  are  no  regular  means  of  conveyance;  street  car,  or  omni- 
bus, or  transfer  coacn,  or  cab,  or  moderate  hack  fare  to  and  from 
depots  and  hotels,  and  reasonable  baggage  fees  to  porters  and  express- 
men. Other  items  for  hack  hire  require  explanation  as  to  distance 
and  necessity. 

II.  Sleeping-car  fare  for  one  double  berth  for  each  person,  or  cus- 
tomary stateroom  accommodation  on  steamboats  and^  other  vessels; 
one  seat  in  parlor  car;  extra  fare  on  limited  egress  trains;  lodging, 
actual  board  in  hotels,  not  to  exceed  $5  a  day,  smgle  meals  $1.25,  but 
not  to  exceed  three  meals  in  one  day  at  a  total  of  $3;  and,  where  the 
absence  shall  exceed  one  week,  a  reasonable  amount  will  be  allowed 
for  laundry  bills.  No  charge  will  be  allowed  for  hotel  bills  when  the 
detention  is  umieccssary  for  the  performance  of  the  duties  for  which 
travel  is  required.  Hotel  bills  and  receipts  will  be  taken  in  all  cases 
where  it  is  practicable  to  obtain  them,  and  accompany  the  accounts 
as  vouchers.  When  unusual  routes  or  expensive  means  of  transporta- 
tion are  charged  for,  as  in  case  of  extra  fare  on  limited  express  trains, 
or  charge  for  lodging  at  a  hotel  and  a  charge  for  berth  in  a  deeper  f<Mr 
the  same  night,  explanation  of  the  necessity  for  the  same  must  accom- 
pany the  accounts,  and,  if  approved  by  the  Commission,  such  charges 
will  be  allowed.  Tips  to  waiters,  and  expenditures  for  wines,  liquors, 
or  cigars  will  not  be  allowed.  The  items  of  expense  must  be  actual, 
and  an  excess  expenditure  for  one  day  or  one  item  may  not  be  carried 
over  to  another.  Excessive  charges  will  be  subject  to  revision  by  the 
Commission* 
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111.  Accounts  must  be  rendered  upon  a  form  approved  by  the 
Commission,  itemized  as  far  as  possible,  and  be  accompanied  b j  hotel 
bills  and  other  voucheis  taken,  and  by  a  copy  of  the  oraer  under  which 
the    expenses    were    incurred.     Subvoucners    furnished    for    hotel 
expenses  must  state  the  beginning,  the  ending,  and  the  full  period  of 
service,  and  the  rate  per  diem  or  week.     The  hour  of  departure  on  the 
journey  must  be  stated,  as  also  the  hour  of  return.     For  all  livery 
bills  or  hack  hire  (except  going  to  or  from  hotels  or  stations)  the 
time  employed  and  the  rate  per  diem  or  hour  must  be  given.    Sub- 
vouchers  must  be  rendered  in  such  detail  as  to  time  as  to  enable  the 
auditing  officer  to  clearlv  and  unmistakably  follow  the  traveler  in  his 
journey.     Telegrams  will  be  paid  for  at  Government  rates  only,  and 
a  copy  of  the  tele^am  must  accompanv  the  accoimt.     The  items  in 
the  principal  vou^ers  should  occupy  tneir  proper  places  and  appear 
in  the  order  in  which  payments  were  made. 

112.  Each  account,  except  those  for  $5  or  less,  must  be  sworn  to  by 
the  person  rendering  it,  as  correct  and  just,  ana  must  state  that  the 
journey  was  performed  imder  the  order  annexed;  that  the  amounts 
charged  for  subsistence  were  actually  paid,  and  were  occasioned  by 
official  business  or  unavoidable  delays  requiring  stay  at  hotels  for  the 
time  specified,  and  that  no  part  of  tne  travel  was  under  a  free  pass  on 
any  railway,  steamboat,  or  other  conveyance.  Accounts  must  be 
approved  by  the  Commission  before  payment.  Advances  of  public 
money  are  forbidden  by  law. 

SUPPLIES   FOR  DISTEICrr   BOARDS. 

113.  Supplies  for  district  boards  of  examiners  will  be  furnished  in 
accordance  with  the  Commission's  circular  letter  of  September  23, 
1904,  or  any  modification  thereof  which  may  be  promulgated  from 
time  to  time. 

MISCELLANEOUS   INFORMATION. 

114.  A  post-office  is  brought  within  the  classified  service  upon  the 
date  it  receives  free-delivery  service.  For  information  relative  to 
appointment  to  positions  in  post-offices  prior  to  the  establishment  of 
free  delivery,  applications  should  be  made  to  the  Postmaster-Greneral, 
Washington,  D.  C.  •     ^       ^ 

115.  Applicants  for  examination  for  rural  letter  carrier  should  be 
instnictea  to  apply  to  the  postmaster  at  the  office  from  which  the 
route  upon  which  free  delivery  is  to  be  established  starts. 

116.  rersons  who  desire  appointment  to  the  positions  of  mail 
weigher  and  porter  in  the  railway  mail  service  should  apply  for  and 
take  the  examination  for  railway  mail  clerk. 

117.  Inquiries  relative  to  the  duties  of  various  positions,  working 
hours,  salaries,  etc.,  should  be  referred  to  the  head  of  the  Department 
in  which  employment  is  sought,  unless  such  information  is  contained 
in  the  printed  matter  furnished  by  the  Commission. 

118.  The  Commission  does  not  furnish  railway  mail  guides  or  maps 
of  the  railway  mail  divisions.  These  may  be  obtained  from  puD- 
Ushing  houses  and  booksellers.  The  Commission  does  not  furnish 
address  reading  cards. 

119.  Persons  who  are  not  in  the  classified  service  can  not  be  given 
noncompetitive  examinations  to  test  their  fitness  for  appointment 
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to  positions  which  may  be  filled  as  the  result  of  competitive  examiiuh 
tions. 

120.  Order  No.  555  of  the  Postmaster-General  reads  as  follows: 

Order  No.  555. 

It  is  hereby  ordered^  That  letters  or  parcels  relating  exclusively  to  official  busineoB  of 
the  United  States  Civil  Service  Commifision,  A^hin£lx)n,  D.  C,  and  addroooed 
thereto,  when  presented  for  mailing  by  members  of  local  boards  of  examiners  of  the 
Commission  located  permanently  in  the  various  cities,  shall  be  accepted  by  port- 
masters,  who  will  place  them  under  their  regular  official  penalty  envelopes  or  labeb 
and  in  their  official  capacity  register  them  free,  as  from  the  postmaster  to  the  United 
States  Civil  Service  Commission. 

If  desired,  an  informal  receipt  shall  be  given  by  the  postmaster  to 
the  official  from  whom  the  matter  is  received. 

Local  boards  should  forward  all  packages  to  the  Commission  by 
registered  mail,  being  careful  to  have  them  registered  as  from  the 
postmaster. 

SCHOOLS   OF  CIVIL-SERVICE   INSTRUCTION. 

121.  Boards  receiving  communications  from  bureaus  and  schools 
of  correspondence  claiming  to  instruct  applicants  for  civil-service 
examinations  should  make  no  replv  whatever  to  such  communicar 
tions,  but  should  forward  them  to  the  Conmiission. 

COACHING   BY   GOVERNMENT  OFFICIALS. 

122.  On  October  13,  1905,  the  President  promulgated  the  foUowing 
order: 

No  officer  or  employee  of  the  Government  shall,  directly  or  indirectly,  instruct  or 
be  concerned  in  any  manner  with  the  instruction  of  any  person  or  classes  of  persons 
with  a  view  to  theur  special  preparation  for  the  examinations  of  the  United  States 
Civil  Service  Commission. 

The  fact  that  any  officer  or  emoloyee  is  found  so  engaged  shall  be  considered  sufll- 
cient  cause  for  his  removal  from  tne  service. 


UNITED  STATES  CIVIL  SERVICE  DISTRICTS. 

1.  The  districts  shall  comprise  free  delivery  post-offices,  customs 
districts,  internal-revenue  districts,  the  custodian,  mint  and  assay, 
and  subtreasury  services,  and  such  other  services  or  offices  as  the 
Commission  may  at  any  time  include  therein. 

2.  (a)  The  work  of  the  Conmiission  pertaining  to  the  services  within 
a  district  shall  be  under  the  immediate  supervision  of  a  district  sec- 
retary, who  shall  be  assisted  by  a  board  of  examiners  whose  mem- 
bers shall  be  selected  by  the  Commission  in  accordance  with  section 
1  of  civil  service  Rule  iV. 

(6)  One  or  more  employees  of  each  classified  office  within  a  dis- 
trict outside  of  the  headquarters  shall  be  designated  local  members 
of  the  board  of  examiners  upon  the  recommendation  of  the  district 
secretary,  after  consultation  with  the  heads  of  the  offices  in  which 
such  employees  are  serving.  One  local  member  shall  be  designated 
'* local  secretary."  These  local  members  shall  assist  in  examinations 
and  perform  other  work  of  the  Commission  under  the  direction  of  the 
district  secretary. 
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3.  Each  district  secretary  and  board  of  examiners  shall  at  all  times 
be  under  the  direct  and  sole  control  of  Civil  Service  Commission  at 
Washington,  D.  C,  as  provided  in  section  1  of  civil  service  Rule  IV. 

4.  No  regular  meeting  of  a  board  shall  be  held,  but  the  district 
secretary,  upon  his  own  mitiative  or  upon  the  request  of  another  mem- 
ber of  the  board,  may  call  a  special  meeting  at  any  time.  A  record 
of  all  such  meetings  shall  be  kept  by  the  district  secretary. 

6.  Each  district  secretary  shall  report  to  the  Commission  quarterly — 
on  Januaij  1,  April  1,  July  1,  and  October  1 — as  to  the  condition  of 
the  work  m  lus  district.  An  annual  report  of  the  work  done  during 
each  fiscal  year  ending  June  30  shall  also  be  made  to  the  Commission. 
The  annual  report  shall  be  made  not  later  than  Aimist  15. 

6.  The  procedure  to  be  followed  in  filling  classined  positions  in  a 
district  shall  be  that^  outlined  in  the^  Commission's  circular  of  June 
15,  1904,  or  any  modification  or  revision  thereof  that  may  be  made. 

7.  When  the  nimiber  of  eligibles  resulting  from  an  examination  in 
which  the  subjects  and  weights  are  definitely  determined  is  insuffi- 
cient to  meet  the  need  of  the  service,  the  district  secretary  shall  im- 
mediately announce  an  examination  to  be  held  at  the  earliest  prac- 
ticable date,  and  shall  notify  the  Commission  of  his  action. 

8.  Each  district  secretary  shall  keep  on  hand  a  supply  of  the  neces- 
sary forms  and  blanks,  and  requisitions  for  such  supplies  for  the  use 
of  the  local  members  in  his  district  shaU  be  made  upon  him. 

9.  All  correspondence  relative  to  routine  business  of  a  district  shall 
be  addressed  to  and  answered  by  the  district  secretary,  but  all  Ques- 
tions involving  any  new  or  doubtful  principle  shall  be  referred  by 
him  to  the  Commission  for  decision. 

10.  Allowances  for  traveling  expenses  shall  be  governed  by  the 
regulations  promulgated  September  26,  1904,  or  by  any  modification 
or  revision  thereof  which  may  be  made. 

11.  These  general  regulations  shall  supersede  the  special  regulations 
heretofore  issued  for  each  district. 

12.  For  specific  instructions  to  boards  of  examiners,  consult  Form 
131,  latest  edition. 

Approved  by  United  States  Civil  Service  Commission  March  20, 
1905. 
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The  following  regulations  governing  the  employment  of  mates  in 
the  Coast  and  Gteodetic  Survey  have  been  approved  by  the  Civil 
Service  Commission  and  the  Secretary  of  Commerce  and  Labor: 

1.    EXAMINATIONS. 

The  examination  for  the  position  of  mate  shall  require  no  scholastic 
tests  beyond  the  abiUty  to  properly  execute  the  application  forms. 
Applicants  will  not  be  assembled  tor  the  examination,^  but,  except 
as  provided  in  paragraph  2,  will  be  reguired  to  file  with  the  Civil 
Service  Commission  Form  No.  1093,  ana  upon  the  statements  made 
therein,  in  connection  with  those  of  their  vouchers  on  Form  No. 
1253,  they  shall  be  rated  upon  experience  and  character,  taken  as 
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one.  Applications  may  be  filed  at  any  time.  Registers  will  be  estab- 
lished quarterly,  on  or  soon  after  January  1,  April  1,  July  1,  and 
October  1,  or  more  frequently  if  the  needs  of  the  service  reauire  it. 
Applications,  to  receive  consideration  in  any  quarter,  must  oe  filed 
in  complete  form  not  later  than  the  15th  of  the  month  next  pre- 
ceding the  date  on  which  the  register  for  that  quarter  is  established. 
Applications  will  not  be  received  from  persons  who  are  under  25  or 
over  45  years  of  age,  nor  from  those  wno  do  not  hold  licenses  from 
the  United  States  local  inspectors  of  steam  vessels  as  master  or  first 
or  second  mate,  except  as  provided  in  paragraph  2.  Applicants 
should  show  in  their  applications  the  exact  character  of  tne  expe- 
rience they  have  had,  and  whether  on  inland  or  seagoing  vessels. 
Each  apphcant  is  required  to  submit  with  his  application  a  license 
from  the  Steamboat-Inspection  Service,  or  a  certificate  firom  the 
Service  showing  the  character  of  the  license  which  is  held  by  him. 
It  is  desired  that  the  vouchers  be  furnished  from  employers  or  supe- 
rior officers  imder  whom  the  appUcant  has  served. 

2.   EXAMINATIONS   FOB  SEBVIOE   IN   PHILIPPINE   WATERS. 

For  the  purpose  of  facilitating  appointments  on  vessels  stationed 
in  waters  adjacent  to  the  Philippine  Islands,  the  Philippine  civil 
service  board  will  be  authorized  and  requested  to  act  in  cooperation 
with  a  designated  local  officer  of  the  Coast  and  Geodetic  Survey  to 
receive  and  rate  appUcations  and  to  make  certifications  of  eligioles 
for  appointment,  in  accordance  with  the  provisions  of  these  regula- 
tions: JProvided,  That  in  addition  to  persons  who  hold  licenses  issued 
by  the  United  States  local  inspectors  of  steam  vessels,  persons  who 
hold  licenses  as  masters  or  first  or  second  mates  issued  by  the  board 
of  Philippine  marine  examinations  shall  also  be  admitted  to  exami- 
nation. When  requirecL  in  the  absence  of  eligibles  or  applicants 
who  are  citizens  of  the  United  States  or  owe  allowance  thereto,  the 
Philippine  civil  service  board  may  waive  the  requirements  of  United 
States  citizenship  for  applicants  for  examination  for  the  position  of 
mate  on  ships  of  the  Cfoast  and  Geodetic  Survey  on  duty  in  the 
Philippine  Islands. 

The  health  certificate  on  Form  1093  must  be  executed  by  the 
applicant,  and  if,  in  the  opinion  of  the  Civil  Service  Commission,  its 
snowing  is  unsatisfactory,  the  applicant  will  not  be  entered  upon  the 
list  of  eligibles.  Eligibles  selected  for  appointment  will,  upon  report- 
ing for  duty,  be  given  a  physical  examination  by  the  meaical  officer 
of  the  ship  to  which  assigned  or  by  a  medical  officer  of  the  Public 
Health  and  Marine-Hospital  Service,  and  if  found  physically  dis- 
qualified will  be  rejected. 

3.   METHOD  OF  BATING  EXAMINATION  PAPERS. 

The  papers  of  the  mate  examination  shall  be  rated  by  the  Com- 
mission with  the  assistance  of  designated  representatives  of  Uie 
Coast  and  Geodetic  Survey. 

4.    ELIGIBILrrY   AND   APPOINTMENT. 

Separate  eligible  registers  shall  be  maintained  for  employment  on 
the  Atlantic  and  on  the  Pacific  coasts,  and  in  the  Philippmes.  Papers 
shall  be  rated  and  eligible  registers  prepared  quarterly,  as  previously 
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indicated,  unless  because  of  lack  of  suitable  eligibles  it  becomes  nec- 
essary that  papers  be  rated  and  lists  prepared  at  shorter  intervals, 
and  duplicates  forwarded  to  the  Department  of  Commerce  and  Labor. 

All  competitors  rated  at  70  or  more  shall  be  eligible  for  appoint- 
ment, and  their  names  shall  be  placed  on  the  proper  register  accord- 
ing to  their  ratings;  but  the  names  of  persons  preierred  under  section 
1754,  Revised  Statutes,  rated  at  65  or  more  shall  be  placed  above  all 
others  who  have  not  been  allowed  such  preference. 

As  stated,  no  educational  tests  are  required,  but  experience  and 
character,  as  shown  by  the  application  and  vouchers,  will  be  rated 

{'ointly  on  a  basis  of  100.  The  information  on  which  the  rating  are 
>ased  must  be  furnished  by  the  applicant  in  the  application  blank 
and  by  his  voucher.  Care  should  oe  taken  to  fumisn  accurate  and 
complete  information,  in  order  that  a  sufficient  basis  may  be  had  for 
rating  the  papers.  Each  question  in  the  application  and  vouchers 
must  be  fully  answered. 

Experience  and^  character  will  be  rated  upon  the  statements  made 
by  the  appUcant  in  his  application,  as  corroborated  by  his  vouchers 
and  references.  Consideration  will  be  given  to  the  date,  length, 
quality,  and  character  of  the  experience  shown,  and  special  consid- 
eration will  be  given  experience  which  is  continuous  and  recent. 

Selection  for  appointment  shall  be  made  from  the  three  standing 
highest  on  the  appropriate  register:  Provided ,  That  should  any  reg- 
ister be  exhausted,  selection  may  be  made  from  some  other:  And 
provided  further,  That,  owing  to  the  temporary  character  of  the 
service,  appointments  to  the  position  of  mate  shall  be  considered  as 
temporarv  and  the  continuance  of  such  appointment  beyond  the 
period  or  six  months  shall  not  entitle  an  appointee  to  absolute 
appointment  under  the  rules. 

6.   SEPARATIONS   AND  BEEMPLOYMENTS. 

Under  these  regulations  employees  may  be  separated  from  the 
service  in  any  one  of  the  following  wavs:  (1)  By  furlough  without 
pay;  (2)  discnarge  without  prejudice;  (3)  resignation;  (4)  discharge 
tor  cause. 

When  necessary  reduction  is  made  in  the  number  of  mates  on 
board  a  vessel  of  the  Coast  and  Geodetic  Survey,  the  Superintendent 
of  the  Coast  and  Greodetic  Survey  or  the  director  of  the  coast  survey 
in  the  Philippines,  in  his  discretion  and  solely  for  the  best  interests 
of  the  public  service,  may  separate  the  employees  in  any  of  the  ways 
indicated  above,  but  the  following  distinctions  will  be  made  in  accord- 
ance with  the  manner  of  separation: 

Employees  who  are  furloughed  without  pay  may  be  employed  in 
the  same  grade  in  any  district,  in  the  discretion  of  the  Department, 
without  certificate  or  reinstatement  by  the  Commission,  within  two 
years  from  the  date  of  their  separation;  but  employees  discharged 
without  prejudice  or  those  who  resign  may  be  reemployed  only  upon 
issuance  of  a  certificate  of  reinstatement  by  the  Civil  Service  Com- 
mission within  one  year  from  the  date  of  their  separation.  An 
employee  discharged  for  cause  may  not  be  reinstated.  In  case  of 
dischflj^  for  cause,  the  provisions  of  civil  service  Rule  XII,  relative 
to  removals,  shall  be  followed. 
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6.   REPORT  OF  OHAKGBS. 

Monthly  reports  of  changes  of  status  of  mates,  including  appoint- 
ments, separations,  and  reemployments,  shall  be  made  to  the  Gvil 
Service  Commission  through  the  Department  of  Commerce  and  Labor, 
by  the  Superintendent  of  the  Coast  and  Geodetic  Survey. 

Approved  May  16,  1905. 

Lawrence  O.  Murray. 
Assistant  Secretary  of  Commerce  and  Labor. 
Approved: 

AlFORD  W.  COOLEY, 

Acting  President  CivU  Service  Commission. 


uhgla88ified  laborers. 

July,  1905. 
On  November  15,  1904,  the  President  promulgated  the  following 
order  to  govern  the  appointment  of  unclassified  laborers  in  the 
Departments  at  Washington: 

LABOR  REGULATIONS. • 

In  the  exercise  of  power  conferred  by  section  1753  of  the  Revised 
Statutes,  the  President  makes  the  following  regulations  to  govern  the 
selection  of  imskilled  laborers  for  appointment  or  employment  in  the 
Executive  civil  service  with  a  view  of  securing  physical  fitness  and 
efficiency  and  of  excluding  other  considerations. 

Regulation  L 

The  head  of  each  Department  and  independent  executive  office  may 
designate  one  of  its  employees  to  serve  as  a  member  of  a  board  of 
labor  employment.  The  Civil  Service  Commission  shall  supervise 
and  direct  the  work  of  the  board  and  its  representative  on  the  ooard, 
in  the  absence  of  other  members,  shall  perform  the  duties  of  the  board. 

Regulation  II. 

Applicants  must  be  citizens  of  the  United  States,  physically  and 
mentally  qualified,  of  good  character  and  habits,  and  of  requisite 
experience  as  attested  by  vouchers.  Age  limits  may  be  prescribed 
by  the  Commission  with  the  approval  of  appointing  officers.  Decep- 
tion or  fraud  in  any  material  ract  sKall  be  good  cause  for  refusing  tne 
apphcation  or  for  removal  from  the  service. 

Regulation  III. 

The  ratings  of  applicants  sliall  be  based  upon  their  relative  ability 
to  perform  manual  labor  as  shown  hj  their  physical  condition,  which 
shall  be  ascertained  by  physicians  in  the  Federal  service  detailed 
therefor.  An  applicant  away  from  Washington  may  be  exanuned 
by  his  local  physician  in  the  manner  prescribed  by  the  board  and  the 

a  These  regulatioDfl  were  amended  by  the  President  on  July  12,  1905. 
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ratings  based  thereon;  but  after  selection  and  before  appointment 
the  appUcant  must  appear  before  the  Government  physician  in  Wash- 
ington for  re-markiii^,  and  any  serious  discrepancy  shall  disqualify 
for  appointment. 

Regulation  IV. 

The  board  shall  enter  upon  registers,  showing  the  kind  of  labor  in 
which  proficient,  the  names  of  applicants  rateaat  85  or  more  in  the 
order  of  their  ratings,  except  that  eUgibles  preferred  imder  section 
1754,  Revised  Statutes,  rated  at  85  or  more,  and  honorably  discharged 
veterans  of  the  civil  war  rated  at  85  or  more^  shall  have  prionty. 
The  period  of  eligibility  shall  be  one  year.  EUgibles  on  existing  labor 
registers  shall  be  transferred  in  the  order  of  their  physical  ratmgs  to 
the  new  registers  for  the  remaining  period  of  ehgibiUty. 

Regulation  V. 

When  an  appointment  or  employment  of  an  unskilled  laborer  is  to 
be  made,  the  appointing  officer  shall  request  the  board  to  certify 
eUgibles,  stating  tne  principal  duties  of  the  position.  If  in  the  opinion 
of  the  bofurd  tne  duties  are  of  the  grad!e  performed  by  classified 
employees^  the  facts  shaU  be  referred  to  the  Qvil  Service  Commission 
to  detemune  the  status  of  the  position  as  classified  or  imclassified 
under  section  3  of  civil-service  Rule  XIII,  and  the  vacancy  shaU  be 
filled  in  accordance  with  such  finding. 

Regulation  VI. 

If  the  status  of  the  position  is  determined  to  be  that  of  an  unskilled 
laborer,  the  board  shall  certif v  from  the  proper  register  the  names  of 
the  three  persons  at  the  head  thereof  having  the  requisite  qualifica- 
tions, which  have  not  been  three  times  certified  to  the  appointing 
officer.  The  appointing  officer  shall  select  one  or  more  of  sucn  persons 
unless  he  shall  oflFer  obiections  which  the  board,  with  the  approval  of 
the  Commission,  may  aeem  sufficient,  in  which  case  a  new  certificate 
shall  be  issued  omitting  the  names  of  those  to  whom  objection  has 
been  made. 

Regulation  Vn. 

Appointment  or  employment  for  temporary  service  shall  be  made 
as  far  as  practicable  as  appointments  to  permanent  positions.  Where 
the  needs  of  the  service  require,  the  board  may  authorize  the  tem- 
porary appointment  of  any  eligible  or  of  a  person  whose  name  is  not 
on  any  register^  but  no  person  shall  render  more  than  thirty  days' 
temporary  service  in  any  period  of  twelve  months  where  appointed 
out  of  his  turn,  or  outside  these  regulations. 

Regulation  VIIL 

A  laborer  separated  without  misconduct  shall  be  eUgible  to  be 
restored  to  the  register  for  his  remaining  period  of  eUgibility,  or  for 
remstatement  in  the  same  department  or  office  upon  certificate  of  the 
board,  within  one  year  from  the  date  of  separation. 
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Regulation  EX. 

An  employee  in  good  standing,  after  at  least  six  months'  service, 
may  be  transferred  to  another  department  or  office^  upon  certifk^ate  <h 
the  board,  to  any  position  requinng  like  qualifications. 

Regulation  X. 

Thirty  days  after  the  date  hereof  the  board  shall  organize  and  be 
given  all  existing  registers  and  all  applications  then  in  the  possession 
of  the  existing  board  for  rating  ana  transfer  to  the  new  registers. 
Upon  the  establislmient  of  such  new  registers  the  board  shall  notify 
appointing  ofiicers  that  it  is  prepared  to  certify  eligibles,  and,  there- 
alter,  no  appointment  or  employment  of  an  unskilled  laborer  shall  be 
made  except  in  accordance  with  these  regulations. 
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July,  1905. 

The  only  law  granting  preference  in  original  appointment  to  civil 
offices  under  the  United  States  Government  because  of  military  or 
naval  service  is  section  1754  of  the  Revised  Statutes^  which  reac^: 

Persons  honorably  dischareed  from  the  military  or  naval  service  by  reaaon  of  dis- 
ability resulting  from  wounds  or  sickness  incurred  in  the  line  of  duty  shall  be  pre- 
ferred for  appointments  to  civil  offices,  provided  they  are  found  to  possess  the  businefls 
capacity  necessary  for  the  proper  discharge  of  the  duties  of  such  omces. 

This  law  was  passed  on  March  3,  1865,  in  the  form  of  a  joint  resolu- 
tion of  Congress;  and  the  civil-service  act,  which  was  approved 
January  16, 1883,  provided,  in  effect,  that  nothing  contained  therein 
should  be  construed  to  take  from  those  honorably  discharged  from 
the  military  or  naval  service  any  preference  conferred  by  section 
1754,  Revised  Statutes. 

It  will  be  observed  that  to  entitle  the  veteran  to  preference  the  law 
requires: 

1.  That  he  must  have  been  disabled,  either  by  woimds  or  sickness, 
while  serving  in  tlie  Army  or  Navy. 

2.  That  the  disability  must  have  been  incurred  in  the  line  of  duty, 

3.  That  he  must  have  been  subsequently  honorably  discharged 
from  the  military  or  naval  service  by  reason  of  the  disability  so 
incurred. 

All  applicants  for  examination  are  required  to  state  in  their  applir 
cation  lorms  whether  they  have  ever  served  in  the  Army  or  Navy 
and,  if  so,  the  dates  of  enlistment  and  dischai^e,  and  whether  they 
were  honorably  discharged  for  disability  incurred  in  the  line  of  duty. 
When  an  apphcant  states  that  he  was  so  discharged  this  Commission 
calls  upon  the  War  Department  or  the  Navy  Department  for  so  much 
of  the  record  of  his  military  or  naval  service  as  will  determine  whether 
his  claim  for  preference  should  be  allowed.  The  Commission  is  bound 
by  the  report  of  the  Department  as  to  the  effect  of  these  records  unless 
it  appears  that  there  is  conflict  between  the  records  of  the  Bureau  of 
Pensions  and  those  of  the  War  Department  or  Navy  Department  as 
to  the  reasons  for  the  discharge  of  the  veteran.  Wnen  tnere  is  such 
a  conflict  the  Coimnission  is  allowed  access  to  the  records  and  may 
accept  other  competent  evidence  on  the  subject. 
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THE  ADVANTAGES  DERIYED. 

The  following  advantages  are  riven  by  the  civil-service  rules  to  a 
person  who  has  been  allowed  preierence  under  section  1754,  Revised 
statutes: 

1.  He  is  released  from  all  age  limitations.^ 

2.  He  has  to  attain  an  average  percentage  of  only  65  to  be  eligible 
while  for  others  the  average  percentage  required  is  70. 

3.  If  he  attains  an  average  rating  m  65  or  more  his  name  is  placed 
at  the  head  of  the  register  and  is  certified  before  those  of  eligibles  who 
have  no  claim  to  preference. 

4.  He  is  released  from  the  law  and  rules  relating  to  the  apportion- 
ment of  appointments. 

In  exammations  for  promotion  or  transfer  a  preference  claimant 
already  in  thd  classified  civil  service  receives  no  aavantages  by  reason 
of  his  military  or  naval  service,  the  preference  being  confined  by  the 
law  to  original  appointment. 

If  the  person  whose  claim  to  preference  has  been  allowed  is  an  appli- 
cant for  the  position  of  unskilled  laborer,  he  is  reauired  to  attain  a 
physical  rating  of  only  70  per  cent  and  his  name  is  placed  on  the  regis- 
ter above  all  others  not  entitled  to  preference.  Other  applicants  for 
this  position  must  receive  a  physical  rating  of  85  per  cent  in  order  to 
become  eligible. 

It  will  thus  be  seen  that  the  civil-service  act  and  rules  preserve  all 
rights  and  privileges  conferred  by  the  law  upon  soldiers  and  sailors. 
As  a  matter  of  fact  it  is  only  under  the  operation  of  the  civil-service 
law  and  rules  that  the  veterans  are  secured  in  the  preference  intended 
by  this  statute,  and  in  the  additional  privileges  enumerated  below. 

In  an  opinion  of  the  Assistant  Attomey-Oeneral  for  the  Post-CMfice 
Department,  approved  by  the  Attorney-General  on  May  24,  1889,  as 
to  the  construction  of  section  1754  of  the  Revised  Statutes,  it  was 
stated  that — 

*  *  *  The  intendment  of  the  law  clearly  is  to  favor  persons  honorably  discharged 
from  the  "military  or  naval  service  providea  they  are  found  to  possess  the  business 
capacity  necessary  for  the  proper  discharge  of  l^e  duties  of  such  office.''  This  leaves 
the  matter  of  capability  and  personal  fitness  for  the  place  within  the  control  of  the 
Department  where  the  service  is  rendered.  To  extend  toward  the  language  of  the 
statute  any  other  interpretation  would  be  to  violate  a  right  granted  to  the  particular 
daas  referred  to  in  such  statute.  *  *  *  I  would  construe  the  intention  of  the  act 
requiring  the  certifying  of  three  names  to  be  based  upon  a  policy  aimed  to  aid  the 
Department  in  promptly  selecting  a  competent  class  of  eligibles  for  the  required  serv- 
ice. Doubtless  the  Commissioners  took  into  considertaion  in  framing  this  rule  the 
consideration  that  in  certifying  but  one  eligible  that  person  might  become  incapaci- 
tated and  fail  to  appear  when  notified,  or  decline,  or  for  many  reasons  that  could  be 
suggested  become  meligible  to  the  place.  Here  we  see  the  advantage  of  the  additional 
names  presented,  that  on  the  failure  of  the  person  selected  to  qualuy  for  the  position, 
a  second  and  even  a  third  selection  can  be  made  from  the  certified  list. 

REINSTATEMENT  OP  WAB  VETERANS,  WIDOWS,  AND  NT7RSES  WHO  HAVE 
AT  ONE  TIME   BEEN   IN   THE   CLASSIFIED   SERVICE. 

Persons  who  served  in  the  civil  war  or  the  war  with  Spain  and  were 
honorably  discharged,  or  the  widow  of  any  such  person,  or  an  army 
nurse  of  either  war,  may  be  reinstated  in  the  classified  service  without 

•  Age  of  preference  claimants.  While  persons  allowed  preference  are  released  from 
all  age  liimfiliODS  it  has  been  found  that  the  average  age  of  such  persons  is  less  than 
50  years. 
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regard  to  the  len^h  of  time  they  have  been  separated  from  the  serv- 
ice; while  the  eligibility  for  reinstatement  of  all  others  expires  one 
year  after  their  separation.  (See  Rule  IX,  clause  (a),  civil-service 
rules.) 

ADVANTAGES    OF   CIVIL   WAB    VETEBANS    IN    EXAMINATIONS    FOB 

UNSKILLED  LABOB. 

Honorably  discharged  veterans  of  the  civil  war  without  claim  to 
preference  under  the  statute,  who  received  physical  ratings  of  85  or 
more  in  an  examination  for  unskilled  labor,  are,  under  the  regulations 
governing  the  employment  of  laborers,  placed  on  the  register  imme- 
diately following  those  who  are  allowed  preference  under  section  1754 
of  the  Revised  Statutes. 

FBEFEBENCE  IN  BEDUOTION  OF  FOBCE  TO  VBTEBANS|  THEIB  WIDOWS 

AND  OBPHANS. 

The  following  is  a  provision  of  law  approved  August  15,  1876: 

Provided^  That  in  making  any  reduction  of  force  in  any  of  the  Executive   Depart- 
ments, the  head  of  such  department  shall  retain  those  persons  who  may  be  eq^ually 
aualified  who  have  been  honorably  discharged  from  the  military  or  naval  service  di 
le  United  States,  and  the  widows  and  orphans  of  deceased  soldien  and  sailon. 

EXECUTIVE   OBDEB — VETEBANS    TO    BE    PBEFEBBED    IN  APPOINTMENT 

AND   BETENTION. 

The  President,  on  January  17,  1902,  issued  the  following  order: 

The  attention  of  the  Departments  is  hereby  called  to  the  provisions  of  the  laws  giving 
preference  to  veterans  in  appointment  and  retention. 

The  President  desires  that  wherever  the  needs  of  the  service  wiU  justify  it,  and  the 
law  will  permit,  preference  shall  be  ^ven  alike  in  appointment  and  retention  to 
honorably  discharged  veterans  of  the  civil  war  who  are  nt  and  well  qualified  to  per- 
form the  duties  of  the  places  which  they  seek  or  are  filling. 

The  preference  statutes  and  Executive  order  are  addressed  to  the 
conscience  of  the  appointing  power  and  that  power  is  to  decide  whether 
the  veteran  possesses  adequate  qualifications  for  appointment  or  re- 
tention. No  law  or  rule  requires  an  appointing  officer  to  appoint  or 
to  retain  in  the  service  a  person  who  is  lacking  in  the  character  and 
fitness  that  the  service  requires. 


PBOMOTION,  OOVEBHMEIIT  f  BINTniO  OFFICE. 

1.  The  employees  of  the  Government  Printing  Office  shall  be 
grouped  as  follows: 

First  aroup. — ^All  skilled  laborers. 

Second  group. — ^All  persons  employed  in  the  mechanical  trades, 
including  proof  readers  and  copyholders. 

Third  group. — ^All  persons  employed  in  a  clerical  capacity. 

2.  Where  vacancies  are  not  filled  by  transfer,  reinstatement,  or 
original  appointment,  promotions  from  class  to  class  in  the  same 
grade  witmn  any  group  may  be  made  on  any  test  of  fitness  pre- 
scribed by  the  ruolic  Printer,  and  not  disapproved  by  the  Qvil 
Service  Commission. 

3.  Any  person  employed  in  one  group  who  has  previously  been 
regularly  employed  in  any  other  group,  and  has  been  found  qualified. 
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may  be  retransferred  to  his  former  group  and  grade  without  exami- 
nation. No  other  person  shall  be  transferred  or  promoted  from  one 
group  to  another  group  except  in  accordance  witn  the  provisions  of 
section  4  or  section  5  of  these  regulations. 

4.  Competitive  examinations  shall  be  held  at  such  times  as  the 
Commission^  on  consultation  with  the  Public  Printer,  may  direct  to 
determine  the  eligibility  of  employees  of  the  first  or  second  group 
for  promotion  to  another  group.  Any  employee  of  the  first  or  second 
group  who  has  served  at  least  six  months  therein  may  file  an  appU- 
cation  for  promotion,  indicating  the  grade  or  grades  for  which  he 
wishes  to  be  examined.  The  examination  shall  be  the  same  as  for 
original  entrance  to  the  grade  to  which  promotion  is  sought.  When 
a  vacancy  exists  in  any  grade  in  the  second  or  third  group  which  the 
Public  Printer  wishes  to  fill  by  promotion  from  another  group,  he 
shall  make  reauisition  on  the  Commission,  and  the  names  of  the  three 
eligibles  stanoing  highest  on  the  promotion  register  for  the  grade 
specified  shall  be  certified,  one  of  whom  shall  be  selected  for  promo- 
tion by  the  Public  Printer. 

5.  When  a  vacancy  exists  in  the  third  group  in  the  grade  of  clerk, 
the  duties  of  which  clerical  position  require  also  a  knowledge  of  one 
of  the  mechanical  trades  or  skilled  occupations,  promotions  may  be 
made  from  the  second  or  the  first  group  to  the  third  group  in  the 
following  manner:  The  Public  Printer  shall  designate  five  or  more 
employees  having  a  knowledge  of  the  required  trade  or  skilled  occu- 
pation, who  from  the  efficiency  reports  are  shown  to  be  the  best 

rilified  for  the  position  to  be  filled.  The  persons  so  designated 
U  take  the  examination  of  the  first  grade,  with  such  practical 
questions  pertaining  to  the  duties  of  the  position  to  be  fillea  as  may 
be  determmed  upon  by  the  Public  Printer  and  the  Civil  Service  Com- 
mission. The  names  of  such  competitors  who  obtain  a  general  aver- 
age of  70  per  cent  or  over  shall  be  entered  upon  a  register  of  eligi- 
bles, from  which  certification  for  promotion  shall  be  made,  upon  tne 
request  of  the  Public  Printer,  in  the  same  maimer  as  for  original 
entrance  to  the  service,  and  each  certification  shall  contain  the  mgh- 
est  three  names  on  the  register,  if  so  many,  and  from  this  certifica- 
tion the  Public  Printer  shdl  select  at  least  one  person  for  promotion. 
It  is  hereby  provided  that  the  promotion  of  a  classified  employee  to 
act  as  private  secretary  to  the  rubUc  Printer  may  be  made  without 
regard  to  the  provisions  and  restrictions  of  these  regulations.  It  is 
further  provided  that  employees  of  the  second  group  who  have  been 
assigned  for  at  least  three  months  to  clerical  duties  requiring  a  knowl- 
edge of  a  mechanical  trade  or  skilled  occupation  included  in  that 
group  may  be  promoted  on  noncompetitive  examination  or  on  such 
other  tests  or  evidence  as  the  Commission  may  deem  necessary. 

6.  No  promotion  of  employees  shall  be  made  during  their  proba- 
tionary neriod:  Provided,  That  a  person  who  is  shown  by  the  records 
of  the  Office  to  have  formerly  satisfactorily  served  for  at  least  six 
months  in  the  same  group  to  which  probationarilv  appointed,  and  to 
have  been  separated  from  the  service  without  delinquency  or  mis- 
conduct, may,  subject  to  the  other  conditions  of  these  regulations, 
be  promoted  without  regard  to  the  limitation  of  tliis  section. 

7.  The  Public  Printer  shall  designate  and  report  to  the  Commission 
the  group  to  which  each  position  shall  be  assigned,  and  no  change  in 
such  assignment  ahidl  be  made  without  authority  of  the  Commission. 
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8.  All  changes,  transfers,  promotions,  and  demotions,  and  the  rea- 
sons for  such  promotions  and  demotions,  shall  be  reported  to  t^ 
Commission. 

9.  In  order  to  carry  out  the  foregoing  regulations,  the  Publie 
Printer  shall  nominate  to  the  Commission  not  less  than  three  Dersons 
to  act  as  a  board  of  promotion  for  the  Government  Printing  Office. 

Formulated  by  the  Civil  Service  Commission. 

Henry  F.  Greene, 

Acting  PresidenL 
Approved,  July  1,  1905. 

F.  W.  Palmer,  Public  Printer. 

THE   GROUPING  OF  EMPLOYEES   BY  DESIGNATION. 


FIBST  GROUP. 

(All  skilled  laborers.) 


Assistantfl  in  charge  of  piece  sewers. 

Assistant  doorkeepers. 

Boxers. 

Captains  of  watch. 

Charge  of — 

Charwomen. 

Counting  room. 

Delivery  room. 

Glue  room. 

Gold  sweepings. 

Helpers. 

Numbering. 

Piece  sewers. 

Sewing  machines. 

Stitching  machines. 

Warehouse. 
Counters. 
Directresses. 
Doorkeepers. 
Examiners. 
Feeders. 
Firemen. 
Floor  hands  (not  mechanics). 


Folders. 

Gold  workers. 

Helpers. 

Hoisters. 

Hydraulic  pressmen* 

Knife  grinders. 

Leather  cutters. 

Leather  parers. 

Messengers. 

Numberers. 

Operators. 

Paper  cutters. 

Perforators. 

Sawyers. 

Sewers. 

Stablemen. 

Telephone  operator. 

Wagon  master. 

Wagon  messengers. 

Watchmen. 

Wiremen. 

Yardmaster. 


SECOND  GROUP. 


(All  persons  employed  in  the  mechanical  trades,  including  proof  readers  and 

copyholders.) 


Assistant  foremen  of  divisions. 

Assistant  foreman  of  printing. 

Binders. 

Blacksmiths. 

Carpenters. 

Charge  of — 

Carpenters. 

Pamphlet  machine. 

Plates. 

Web  presses. 

Chief  electrician. 

Chief  engineer. 

Chief  machinist 

Compositors. 

Copyholders. 

Electricians. 

Electrotypers, 


Engineers. 

Floor  hands  (mechanics). 

Foreman  of  binding. 

Foremen  of  divisions. 

Foreman  of  printing. 

Imposers. 

Machinists. 

Makers-up. 

Marblers. 

Painters. 

Plumbers. 

Pressmen. 

Readers. 

Roller  makers. 

Saw  grinders. 

Stereotypers. 

Superintendent  of  building. 

Superintendent  of  paper  warehouaOt 


CMiier. 

Chief  clerk. 

Clerks. 

Mvate  secretary. 
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THIRD  GROUP. 

(AU  persons  employed  in  a  clerical  capacity.) 

Storekeeper. 

Superintendent  of  documents 
Telegrapher. 


MAnrSB  07  APPOIHTIDSHT  TO  POSITIOV  07  OABBIBB  IH  BVBAL  7SES- 

DELIVEBT  8SBYI0B. 

July  1,  1905. 

The  following  regulations  govern  appointment  to  the  position  of 
carrier  in  the  rural  tree-delivery  service : 

1.  No  person  is  eligible  to  examination  (a)  who  is  not  a  citizen  of 
the  United  States;  (b)  who  is  not  17  years  of  age,  or,  excej)t  in  cases 
of  honorably  discharged  United  States  soldiers  or  sailors,  is  over  55 
years  of  age;  (c)  who  for  at  least  one  year  next  preceding  the  date  of 
filing  his  appUcation  has  not  been  an  actual  bodilv  resident  within 
the  territory  supplied  by  the  post-office  named  in  his  application  or 
to  be  suppued  by  it  through  the  establishment  of  rural  routes  pre- 
viously mvestigated  and  ordered  by  the  Post-Office  Department, 
except  in  cases  where  there  is  not  a  sufficient  number  of  other  appU- 
cants  (see  clause  (h)  of  note) ;  (d)  who  has  been  dismissed  ft*om  the 
service  of  the  Government  for  delinquency  or  misconduct  within  one 
year  next  preceding  the  date  of  his  application;  (e)  who  is  physically 
or  mentallv  unfit  for  the  position  (see  note) ;  (/)  who  has  been  guilty 
of  criminal,  infamous,  dishonest,  immoral,  or  notoriously  disgraceful 
conduct;  (g)  who  has  intentionally  made  a  false  statement  in  any 
material  fact,  or  has  practiced  any  deceit  or  fraud  in  securing  exanu- 
nation;  (h)  who  habitually  uses  intoxicating  beverages  to  excess; 
(i)  whose  name  is  on  a  rural  carrier  register  or  eli^bles  estabUshed  as 
a  result  of  an  examination  held  within  one  year;  ^')  soldiers  or  sailors 
discharged  for  desertion  imder  section  1998,  Revised  Statutes. 

2.  Application  blanks  shall  be  distributea  through  the  postmasters 
at  offices  from  which  rural  free-deUvery  routes  start.  In  cases  of 
initial  service  at  any  office,  the  postmaster  at  such  office  shall  be  fur- 
nished with  blanks  for  distribution  as  soon  as  the  Department  notifies 
the  Commission  of  its  purpose  to  establish  the  service.  Any  person 
coming  within  the  requirements  of  these  regulations  ma^  obtain  from 
his  p<^master  a  blank,  which  should  be  properly  mled  out  and 
promptly  forwarded  to  the  United  States  Civil  Service  Commission 
(rural  carrier  division),  Washington,  D.  C.  AppUcations  will  not  be 
considered  from  a  post-office  at  which  there  is  no  rural  free-delivery 
service  until  the  Department  has  determined  upon  the  feasibility  of 
establishing  such  service  and  has  so  notified  the  Commission. 

3.  When  an  application  is  found  to  be  completed  in  proper  form  a 
card  will  be  mailed  to  the  applicant  admitting  him  to  the  nrst  exami- 
nation that  may  be  held  in  his  coimty.  Such  card  may  not,  however, 
be  mailed  until  ten  days  prior  to  the  day  set  for  such  examination. 
No  other  acknowledgment  will  be  made  of  the  receipt  of  an  applica- 
tion. 

4.  The  applic^t  must  be  vouched  for  by  four  persons  who  are 
patrons  of  established  rural  routes  from  the  post-office  named  in  the 
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application,  or  who  intend  to  be  patrons  of  rural  routes  which  th»* 
Department  has  determined  to  establish.     In  his  application  h^ 
must  gfYe  the  names  of  five  other  sucli  persons  who  are  acquainted! 
with  his  character  and  are  capable  of  judging  of  his  fitness  for  the 
service.     He  must  furnish  with  his  application  a  certificate  from  & 
physician  showing  that  he  is  physically  and  mentally  able  to  do  the 
work.    He  must  name  some  suitable  person  who  will,  in  the  event  oF 
liis  appointment,  act  as  his  substitute  m  cases  of  emergency  or  iUness. 
Persons  living  inside  the  city  or  village  from  wliich  rural  routes  start 
will  not  be  acco})ted  as  vouchers  or  references.     It  is  not  necessary 
for  all  of  the  vouchers  or  references  to  patronize  any  one  particular 
route. 

5.  The  examination  shall  consist  of  practical  tests  relating  to  regis- 
try and  money-order  receipts,  examples  in  simple  addition,  and  the 
reading  and  writing  of  addresses.  Kixaminations  shall  be  held  from 
time  to  time,  as  necessity  may  require,  as  far  as  it  is  practicable,  at 
the  most  central  point  m  each  county.  When  an  examination  is 
ordered  in  any  county,  all  persons  who  have  previously  filed  applica- 
tions that  meet  with  the  requirements  of  the  regulations,  from  the 
various  post-offices  in  such  county,  will  be  admitted.  Local  examin- 
ing boards  in  counties  in  which  such  boards  exist  will  conduct  the 
examination.  In  counties  where  no  local  examining  board  has  been 
or^ijanizod  a  postmaster  or  other  official  of  the  Government  may  be 
called  upon  to  act  as  an  examiner.  The  question  sheets  to  be  used 
by  the  competitors  shall  be  forwarded  to  the  examiner  in  an  envelope 
bearing  the  seal  of  the  Commission.  The  examiner  shall  break  tne 
seal  in  the  presence  of  the  class,  and  each  member  of  the  class  may 
remain  and  see  him  seal  the  envelope  in  which  he,  at  the  close  of  the 
examination,  returns  all  papers  to  tne  Commission. 

6.  The  examination  papers  sliall  be  rated  in  the  office  of  the  Com- 
mission, and  each  competitor  shall,  as  soon  as  the  condition  of  the 
work  will  permit,  be  mailed  a  report  of  his  rating.  The  names  of  all 
competitors  rated  at  70  or  more  sliall  be  placed  on  the  register  of 
eligioles  in  the  order  of  their  ratings,  but  tne  names  of  persons  pre- 
ferred under  section  1754  of  the  Revised  Statutes  rated  at  65  or  more 
shall  be  placed  above  all  others.  Each  name  is  retained  upon  the 
register  tor  a  period  of  twelve  months  from  the  day  it  is  entered, 
unless  in  the  meantime  it  is  removed,  either  by  certification  or  for 
other  cause.  Names  may  from  time  to  time  be  added  to  the  re^ster 
as  other  examinations  are  held.  The  eligibility  of  no  person  will  be 
extended  for  a  longer  time,  without  reexamina'tion,  unless  it  appears 
that  the  interest  of  the  service  demands  such  extension.     It  is  the 

Eurpose  of  the  Comimiasion  to  establish  registers  at  every  post-office 
•om  which  rural  routes  start. 

7.  Certification  is  made  from  a  register  as  it  appears  on  the  day  that 
the  necessity  for  certification  arises.  The  person  whose  name  stands 
at  the  head  of  the  register  is  selected  for  the  first  appointment,  the 
next  highest  for  the  next  appointment,  etc.,  with  the  following  excep- 
tions: First,  a  person  who  has  been  serving  as  a  regularly  Donded 
substitute  for  a  period  of  not  less  tlian  six  months  is  first  certified  for 
filling  a  vacancy  on  an  established  route,  provided  the  Post-Oflice 
Department  requests  liis  cortilication  and  his  name  appears  upon  the 
eligi])le  reji^ister  as  a  result  of  a  rural  carrier  examination  held  not 
more  than  a  year  prior  to  sucIi  request;  second,  a  person  who  haa 
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been  honorably  discharged  from  the  United  States  military  or  naval 
service  on  account  of  aisabilitv  resulting  from  wounds  received  or 
sickness  incurred  in  the  line  of  duty  is  m*st  certified,  in  accordance 
with  section  1754  of  the  Revised  Statutes,  if  he  receives  a  rating  of  not 
leiss  than  65,  is  at  the  time  physicallv  able  to  do  the  work,  and  his 
application  meets  the  requirements  or  the  regulations. 

8.  The  Post-Ofiice  Department  has  stated  that  it  is  not  in  the  inter- 
est of  good  service  to  appoint  women  to  the  position  of  rural  carrier. 
Women  will  not  be  certified  while  a  register  contains  the  names  of 
male  eligibles. 

9.  When  a  vacancy  occurs  at  a  post-office  for  which  there  is  no 
register  of  eligibles,  tne  Post-Office  Department  may,  after  notifying 
the  Commission  that  the  vacancy  exists,  make  a  temporary  appoint- 
ment; provided,  that  in  no  case  shall  tne  services  of  the  temporary 
rural  carrier  be  retained  for  a  period  longer  than  thirty  days  after  the 
Commission  has  established  a  register  and  certified  the  name  of  an 
eligible.  When,  in  the  interest  of  the  service,  it  becomes  necessary 
to  suspend  a  rural  carrier,  an  emergency  appointment  may  be  made 
for  a  period  not  to  exceed  sixty  days,  without  the  prior  consent  of  the 
Commission.  In  either  case  the  rost-Office  Department  shall  advise 
the  Commission  of  the  name  of  such  temporary  or  emergency  appointee 
as  soon  as  the  appointment  is  ordered. 

10.  Whenever  five  or  more  patrons  of  a  rural  free-delivery  route 
submit  to  the  Commission  in  writing  over  their  own  signatures  sworn 
statements  that  an  appUcant  is  unsuitable  for  appointment,  giving 
specific  reasons  therefor,  each  of  the  heads  of  families  mav  be  requestea 
by  the  Commission  to  express  an  opinion  as  to  the  ntness  of  such 
applicant.  If  upon  the  evidence  thus  submitted  it  is  shown  to  the 
satisfaction  of  tne  Commission  that  the  applicant  is  unsuitable  for 
appointment  his  name  will  be  stricken  from  the  register.  The  sworn 
statements  referred  to  in  this  section  must  be  submitted  before  certi- 
fication is  made:  otherwise  they  may  not  be  considered.  The  post- 
master at  an  office  from  which  rural  free-delivery  routes  start  shall, 
whenever  so  requested  by  the  Commission  furnish  a  certified  copy  of 
lists  containing  the  names  of  the  heads  of  all  the  families  residing  iipon 
and  patronizing  each  of  the  rural  free-deUvery  routes  from  his  office. 

11.  PoUtical  or  religious  affiliations  of  applicants  will  not  be  given 
any  consideration  whatever,  nor  shall  political  indorsement  be 
received  or  entertained.  The  merit  and  Qualifications  of  the  appli- 
cant and  the  good  of  the  service  shall  alone  oe  considered.  The  appli- 
cation of  any  person  who  attempts  to  exercise  political  influence  may 
be  canceled.  Petitions  and  letters  of  indorsement  from  patrons  of  a 
rural  route,  or  from  other  persons,  will  not  be  considered,  and  they 
can  not  in  any  way  affect  tne  chances  of  an  appUcant  except  as  evi- 
dence in  connection  with  charges  previously  filed  reflecting  upon  his 
integrity  and  fitness. 

12.  All  communications  relative  to  rural  carrier  applications  and 
examinations  should  be  addressed  to  the  U.  S.  Civil  Service  Commis- 
sion (rural  carrier  division),  Washington,  D.  C. 

Nora. — (a)  Deaf  mutes.  persoiiB  totally  blind,  persons  who  have  Buffered  the  loes 
oi  an  ann  or  a  hand,  and  tnose  who  are  crippled  to  such  an  extent  as  to  necessitate  the 
1108  of  a  crutch  or  crutches,  are  consider^  physically  disqualified,  (b)  Actual  resi- 
dence oi  twelve  months  next  preceding  the  ming  of  an  application  within  the  territory 
supplied  or  to  be  supplied  by  the  poet-office  named  tnerein  is  required.    Absence 

a  Doc.  396, 6^2,  pt  1 12 
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during  a  part  of  this  period  of  one  year,  where  there  is  no  intention  of  remaining  awa3r 
permanently,  will  not  affect  an  applicant's  eligibility^  Uie  intention  in  idl  cast's  to  be 
determined  from  the  circumstances.  Mere  legal  residence  within  such  territ<>r>'  in 
the  absence  of  actual  residence  during  such  period  of  one  year  will  not  be  conf>idered 
as  meeting  the  requirements  of  the  rule,  [c)  The  Post-Office  Department  having 
advised  the  Commission  that  it  is  not  in  the  interest  of  the  ser\'ice  to  appoint  himch- 
backs,  persons  having  seriously  defective  hearing,  sight,  or  speech,  and  persons  suffer- 
inj5  with  asthma,  consumption,  or  hernia,  such  persons  may  not  be  selected  "where  other 
eligibles  can  be  secured,  ((f)  Relatives  of  a  postmaster  at  an  office  from  which  rural 
free-delivery  service  starts  may  not  be  selected  for  appointment  at  such  office  when  the 
Post-Office  Department  states  that  it  believes  that  the  interest  of  Hie  service  would 
be  benefited  by  the  appointment  of  another  eli^ble.  (e)  Persons  who  meet  the 
requirements  of  the  reeulations  at  post-offic(«  at  which  rural  free-delivery  service  has 
been  established  are  urged  not  to  wait  until  the  announcement  of  an  examination  but 
to  promptly  file  applications  in  order  that  they  mav  not  miss  the  first  opportunity  to 
be  (»xamined.  (/)  The  postmaster  at  an  office  at  which  there  is  no  rural  free-delivery 
service  will  not  be  supplied  with  application  l)lank8  for  distribution  until  after  the  Post- 
OfJlce  Department  has  notified  the  Commission  of  its  purpose  to  establish  the  service 
at  such  post-office,  ((f)  The  Commission  has  nothing  to  do  with  the  establishment  of 
rural  free-delivery  service  and  will  not  undertake  to  reply  to  inquiries  as  to  the  prob- 
able time  of  the  establisliment  of  such  service,  to  re<iuests  for  extensions  or  changes  in 
the  service,  or  to  inquiries  as  to  the  duties  or  discipline  of  rural  carriers  after  they  have 
been  appointed. 


iniSKILLEB  LAB0BEB8. 

November,  1905. 

On  December  12,  1904,  the  President  promulgated  regulations*  to 
govern  the*  employment  of  unskilled  laborers  m  the  Federal  ofRces 
outside  of  Wasnington,  D.  C.,^  to  take  effect  as  soon  as  appointments 
can  be  made  upon  certification  at  the  follo^^nng  cities:  rlow  York, 
N.  Y.;  Boston,  Mass.;  Philadelphia,  Pa.;  St.  Louis,  Mo.  They  will 
be  extended  to  such  Federal  offices  in  other  cities  as  the  Civil  iServico 
Commission  may  at  any  time  deem  expedient.  This  system  of 
appointment  is  distinct  from  the  classified  service  and  does  not  classify 
positions  of  mere  laborers  under  the  civil-service  act  and  rules.  Xt 
present  labor  regulations  apply  at  Allegheny,  Pa.,  Atlanta,  Baltimore, 
Boston,  Buffalo,  Clevelana,  Cincinnati,  Columbus,  Chicago,  Denver, 
Detroit,  Indianapolis,  Louisville,  Kansas  City,  Milwaukee,  Minne- 
apolis, Newark,  N.  J.,  New  Orleans,  New  York,  Omaha,  Philadelphia, 
Pittsburg,  Portland,  Oreg.,  San  Francisco,  St.  Louis,  St.  Paul,  and 
Washington. 

Labor  Regulations. 

i.  board  of  labor  employment. 

The  board  of  examiners  for  the  United  States  Civil  Service  district, 
of  which  each  of  the  above-named  cities  is  the  headquarters,  shall 
serve  as  the  board  of  labor  employment  for  the  Federal  offices  in  that 
city,  under  the  direction  of  the  tinited  States  Civil  Service  Conmiis- 

si  on. 

o  These  regulations  wcro  amended  by  the  President  on  July  12,  1905. 

'>  On  November  15,  1904,  th(?  President  promulgated  regulations  to  govern  the 
empl<)ym<*nt  of  unskilled  laborers  in  the  Departments  at  Wawiington,  which  are  eiin- 
ilar  in  their  essential  provisions  to  these  regulations  promulgated  on  December  12| 
1904. 
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n.    QUAUFIOATIONS   OF  APPU0ANT8. 

Section  1.  No  person  shall  be  admitted  to  examination  who  is  not 
a  citizen  of  the  United  States,  or  who  is  less  than  20  or  more  than  60 
years  of  age,  except  that  veterans  of  the  civil  war  who  have  been 
honorably  discharged  may  be  examined  without  regard  to  their  i^e. 

Sec.  2.  The  board  may  refuse  to  register  an  applicant  for  the  fol- 
lowing reasons: 

(a)  Dismissal  from  the  public  service — Federal,  State,  or  munici- 
pal— ^for  misconduct  within  one  year  preceding. 

(b)  Physical  or  mental  unfitness. 

(c)  Criminal,  infamous,  dishonest,  immoral,  or  notoriously  dis- 
graceful conduct. 

(d)  Intentionally  making  a  false  statement  in  any  material  fact  or 
practicing  deception  or  fraud  in  securing  registration  or  appointment. 

(e)  Habitual  intoxication. 

Sec.  3.  Application  for  examination  shall  be  made  in  such  form  and 
manner,  ana  oe  accompanied  by  such  certificates,  as  the  Commission 
may  prescribe. 

Sec.  4.  No  information  shall  be  received  or  considered  concerning 
the  poUtical  or  religious  opinions  or  affiliations  of  any  appUcant. 

in. — RATING  AND  ELIGIBILITY. 

> 

Section  1.  Applicants  shall  be  rated  on  a  scale  of  100  upon  their 
physical  qualifications  and  apparent  ability  to  perform  manual  labor, 
by  a  phjrsician  desig:nated  by  the  Commission.  Competitors  shall  be 
duly  notified  of  theu*  rating. 

Sec.  2.  Upon  completion  of  the  physical  examinations  the  board 
shall  enter  upon  registers,  by  sex,  the  names  of  appUcants  rated  at 
85  or  more,  as  follows: 

Male  eligibles — 

(a)  Persons  honorably  discharged  from  the  Army  or  Navy  of  the 
United  States  by  reason  of  woimds  or  disability  incurred  in  line  of 
dutv,  in  the  order  of  their  physical  rating. 

(5)  Honorably  discharged  veterans  of  the  civil  war,  in  the  order  of 
their  physical  rating. 

(c)  All  others  in  order  of  physical  rating. 

Female  eligibles  will  be  entered  on  the  registers  in  the  order  of 
physicar  rating. 

Sec.  3.  The  period  of  eligibility  shall  be  one  year  from  the  date  of 
entry  upon  the  register. 

Sec.  4.  A  copy  of  the  register  shall  be  kept  in  a  place  accessible  to 
the  public  in  tne  post-office  of  the  city  in  which  the  applicants  are 
eligible. 

IV.  appointment. 

Section  1.  Any  position  or  employment  of  a  mere  laborer  or  work- 
man in  the  unclassified  service,  unless  filled  bv  reinstatement,  trans- 
fer, promotion,  or  reduction,  shall  be  filled  in  the  following  manner: 

(a)  The  nominating  or  appointing  officer  shall  request  the  certifi- 
cation of  eligibles,  specifying  sex  and  principal  duties  of  the  position, 
and  the  board  shall  certify  irom  the  proper  register  the  three  names 
at  the  head  thereof,  of  the  sex  specified,  which  may  not  have  been 
certified  three  times  to  the  office  m  which  the  vacancy  exists. 
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(b)  The  nominating  or  aj)pointing  officer  shall  make  selection  from 
the  three  names  certified,  with  sole  reference  to  fitness,  unless  he  shall 
offer  written  objections  which  the  board,  with  the  approval  of  the 
Commission,  may  deem  sufficient,  in  which  case  a  new  certificate 
shall  be  issued,  omitting  the  names  of  those  to  whom  objection  has 
been  made. 

(c)  The  person  selected  for  appointment  shall  be  duly  notified  by 
the  appointing  officer,  and  upon  reporting  for  duty  shall  be  given  a 
fair  trial  of  his  conduct  and  capacity. 

Sec.  2.  A  laborer  separated  without  misconduct  may,  upon  written 
application,  be  restored  to  the  register  of  eli^bles  for  his  remaining 
period  of  eligibilitv,  or  may  be  reemployed,  without  further  certifica- 
tion, in  the  office  n'om  which  he  was  separated  at  any  time  within  one 
year. 

Sec.  3.  When  a  demand  for  appointment  or  employment  arises 
which  can  not  be  met  in  the  manner  provided  in  section  1,  a  person 
whose  name  is  either  not  on  the  register  or  not  in  turn  for  certification 
may  be  appointed  temporariljr;  but  such  appointment  shall  continue 
only  during  the  continuance,  in  the  judigment  of  the  Commission,  of 
the  conditions  which  necessitated  it,  anano  such  person  shall  be  thus 
emj)loyed  more  than  thirty  days  in  any  period  or  twelve  months. 

Sec.  4.  A  person  appointed  to  an  unclassified  position  shall  not  be 
assigned  to  work  of  a  classified  competitive  position,  and  shall  not  be 
transfeiTed  or  promoted  to  such  a  position. 

V.    REMOVALS. 

Section  1 .  No  laborer  shall  be  removed  except  for  such  cause  as, 
in  the  judgment  of  the  head  of  the  office,  will  promote  the  efficiency 
of  the  service,  and  no  trial  or  hearing  shall  be  required  except  at  the 
discretion  of  the  officer  making  the  removal. 

Sec.  2.  The  reasons  for  any  removal  shall  be  made  of  record  in  the 
office  in  which  the  person  is  serving,  and  shall  be  open  to  the  inspec- 
tion of  the  board  and  the  Commission. 

Sec.  3.  Heads  of  offices  shall  require  assistant  superintendents  or 
foronion  of  divisions  or  crews  to  make  monthly  reports  showing 
spocifically  the  kind  of  labor  performed  by  the  imclassined  laborers  in 
tneir  charge,  which  report  shall  be  open  to  the  inspection  of  the  board 
and  the  Commission. 


PROMOTIONS,  TRANSFERS,  AND   RESTORATIONS  IK  THE  CUSTOMS  SERVICB   AT 

THE  PORT  OF  NEW  TORE. 

December  19,  1905. 
Regulation  I. 

Promotions  shall  bo  made  from  class  to  class  commencing  at  the 
lowest  class  in  any  grade,  unless  specially  provided  for,  of  employees 
who  have  served  six  months  in  the  class  from  which  promotion  is  to  be 
made,  from  certifications  issued  by  the  civil  service  board  containing 
the  names  of  employees  eligible  for  promotion.  All  positions,  except 
in  the  lowest  class  of  any  grade,  shall  be  filled  by  promotion,  transfer, 
or  reinstatement,  unless  specially  provided  for  by  open  competitive 
examinatioi: 
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Regulation  II. 

Examinations  for  promotion  shall  be  held  annually,  except  when 
otherwise  required,  at  such  times  and  upon  such  subjects  as  may  be 
determined  by  the  civil  service  board  with  the  approval  of  the  Civil 
Service  Commission. 

Regulation  IIL 

Employees  in  the  grades  of  clerk,  jimior  clerk,  and  messengei:,  who 
have  served  six  months  in  the  class  rrom  which  promotion  is  desired, 
are  entitled  to  enter  examinations  for  promotion  to  the  next  higher 
class  in  the  office  in  which  they  are  employed. 

Regulation  IV. 

Applications  for  examination  shall  be  made  to  the  secretary  of  the 
board  at  least  twenty  days  before  the  commencement  of  the  exami- 
nations. 

Regulation  V. 

Efficiency,  and  time  of  service  in  the  class,  shall  be  considered  in  the 
regular  examinations  for  promotion,  and  all  competitors  who  obtain  a 
general  average  of  70  per  cent  shall  be  eligible  for  promotion. 

Regulation  VI. 

1 .  From  the  register  of  eligibles  from  which  promotion  is  to  be  made 
the  three  highest  in  order,  or  in  the  division  in  which  the  vacancy 
exists,  shall  Be  certified  for  each  vacancy,  the  requisition  of  the  nomi- 
nating officer  to  indicate  which  kind  of  certification  is  desired:  Pro- 
vided, That  a  person  who  is  transferred  from  one  division  to  another 
division  shall  not  be  eligible  for  certification  in  the  division  to  which 
transferred  until  he  has  served  six  months  therein,  or  has  become 
eligible  as  the  result  of  a  regular  promotion  examination  taken  subse- 
quent to  the  transfer. 

2.  No  eligible  shall  be  certified  more  than  three  times,  and  the  period 
of  eligibility  shall  be  one  year  from  the  date  of  registration,  except 
that  the  eligibility  of  those  who  have  passed  a  new  examination  for  tne 
same  class  shall  expire  when  the  new  register  takes  effect. 

Regulation  VII. 

Assistant  weighers,  assistant  gaugers,  and  inspectors,  who  have 
served  one  year  m  such  positions  may  be  examined  for  promotion  to 
weigher  or  ganger. 

Regulation  VIII. 

Employees  who  have  served  two  years  in  the  competitive  customs 
service  at  this  port  may  be  examined  for  promotion  to  the  position  of 
inspector. 

Regulation  IX. 

Employees  in  any  class  below  Class  E  may  be  promoted  in  the  same 
grade  without  certification  and  without  regard  to  time  of  service  or 
class. 
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Regulation  X. 

Employees  who  have  served  six  months  in  class  4  may  be  promoted 
to  any  position  in  class  5,  and  employees  who  have  served  six  months 
in  class  5  may  be  promoted  to  any  position  in  class  6,  and  the  position 
of  deputy  surveyor  may  also  be  filled  by  promotion  from  inspector  or 
assistant  weigher  upon  certification  that  the  person  to  be  promoted 
has  passed  an  exammation  for  the  position  to  which  the  promotion  is 
desired. 

Regulation  XI. 

Employees  who  have  served  two  years  immediately  preceding  in  the 
competitive  customs  service  at  this  port  may  be  promoted  to  the  posi- 
tion of  teller,  appointment  clerk,  superintendent  of  supplies,  or  super- 
intendent of  laborers  upon  certification  that  the  person  to  be  promoted 
has  passed  an  examination  for  the  position  to  which  the  promotion  is 
desired. 

Regulation  XII. 

Stenographers,  carpenters,  enrineers,  and  bookbinders  may  be  pro- 
moted in  each  grade,  respectively,  upon  certification  that  the  person 
to  be  promotea  has  passed  an  exammation  for  the  position  to  which 
promotion  is  desired,  or  such  positions  maybe  filled  Dv open  competi- 
tive examination  without  regard  to  the  class  to  which  promotion  or 
appointment  is  to  be  made. 

Regulation  XIII. 

Employees  in  any  position  named  in  Reg;ulations  XI  or  XII  pro- 
moted or  appointed  through  special  examination  therefor,  and  without 
the  regular  examination  required  for  promotion  in  the  same  class,  shall 
not  be  eligible  for  promotion  or  transfer  except  under  Regulation  XIV. 

Regulation  XIV. 

1 .  Transfers  may  be  made  of  employees  who  have  served  one  year 
immediately  preceding  in  the  competitive  customs  service  at  this  port 
to  a  position  m  no  higher  class  which  does  not  require  an  examination 
involving  higher  or  essentially  different  tests  (with  the  consent  of  the 
heads  of  ooth  offices  where  tne  transfer  is  not  within  the  same  office) 
upon  certification  that  the  person  to  be  transferred  has  passed  an 
examination  for  the  class  to  wliich  the  transfer  is  desired. 

2.  Transfers  may  be  made  of  employees  who  have  served  three 
years  immediately  preceding  in  the  competitive  customs  service  at 
tliis  port  to  a  position  in  no  higher  class,  but  which  requires  an  exami- 
nation involvmg  higher  or  essentially  different  tests  (with  the  consent 
of  the  heads  of  both  offices  where  tlie  transfer  is  not  within  the  same 
office),  upon  certification  that  the  person  to  be  transferred  has  passed 
an  exammation  for  the  position  to  which  the  transfer  is  desired:  Pro- 
vided,  That  a  person  who  is  transferred  from  one  office  to  another  oflSce 
shall  not  be  eligible  for  promotion  to  a  position  requiring  further  exam- 
ination in  tlie  office  to  wliich  transferred  until  he  has  become  eligible  as 
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the  result  of  a  regular  promotion  examination  taken  subsequent  to  the 
transfer. 

3.  Transfers  may  be  made  of  employees  in  any  class  not  lower  than 
class  2  who  have  served  three  years  immediately  preceding  in  the  com- 
petitive customs  service  at  this  port  to  the  position  of  inspector  upon 
certification  that  the  person  to  be  transferred  has  passed  an  examma- 
tion  for  the  position  to  which  the  transfer  is  desired. 

Regulation  XV. 

1.  Restoration  to  the  former  class  or  position  may  be  made  of 
employees  who  have  been  reduced  without  delinquency,  misconduct, 
or  inefficiency  upon  certification  that  the  person  to  be  restored  is 
eligible  for  such  restoration. 

2.  Restoration  to  the  former  class  or  position  may  be  made  of 
employees  who  have  been  reinstated  to  a  position  lower  than  that 
from  which  separated  upon  certification  that  the  person  to  be  restored 
is  eligible  for  such  restoration :  Provided,  That  reinstatement  to  the 
lower  position  was  not  on  account  of  inefficiency  in  the  duties  of  the 
higher  position. 

By  direction  of  the  Commission: 

John  C.  Black,  President. 


POLITICAL  ASSESSMEKTS  AND  PABTI8AH  ACTIVITT  OF  0FFICEH0LBEB8. 

February,  1906. 

No  person  in  the  pubUc  service  is  for  that  reason  under  an  obligation 
to  contribute  to  a  political  fund  or  to  render  poUtical  service.  Such  a 
person  mav  contribute  money  for  political  campaign  purposes  if  he 
desires  to  d.o  so,  but  not  in  Government  buildings,  nor  directly  or  indi- 
rectly to  any  person  in  the  service  of  the  United  States.  Persons  so 
serving  are  prohibited  from  such  active  participation  in  campaign  work 
as  is  incompatible  with  their  official  duties.  They  are  free  to  vote  and, 
in  a  proper  way,  to  express  their  political  sentiments  and  preferences. 

The  civil-service  act  and  rules  and  departmental  orders  provide: 

CIVIL-SERVICE   ACT. 

♦  *  *  no  person  in  the  public  service  is  for  that  reason  under  any  obligations 
to  contribute  to  any  political  fund,  or  to  render  any  political  service,  and  *  *  * 
he  wiU  not  be  removed  or  otherwise  prejudiced  for  refusing  to  do  so.  (Sec.  2,  clause 
2,  par.  5.) 

♦  *  *  no  person  in  said  service  has  any  right  to  use  his  official  authority  or  influ- 
ence to  coerce  the  political  action  of  any  person  or  body.    (Sec.  2,  clause  2,  par.  6.) 

♦  *  ♦  no  Senator,  or  Representative,  or  Territorail  Delegate  of  the  Confess,  or 
Senator,  Representative,  or  Delegate  elect,  or  any  officer  or  employee  of  either  of 
said  Houses,  and  no  executive,  juaicial,  military,  or  naval  officer  of  the  United  States, 
and  no  clerk  or  employee  of  any  department,  branch,  or  bureau  of  the  executive, 
judical,  or  military  or  naval  service  of  the  United  States  shall,  directly  or  indirectly, 
solicit  or  receive,  or  be  in  any  manner  concerned  in  soliciting  or  receiving,  any  assess- 
ment, subscription,  or  contribution,  for  any  political  purpose  whatever,  from  any 
officer,  clerk,  or  employee  of  the  United  States,  or  any  department,  branch,  or  bureau 
thereof,  or  from  any  person  receiving  any  salary  or  compensation  from  moneys  derived 
from  the  Treasury  of  the  United  States.    (Sec.  ll.J 

♦  *  *  no  person  shall,  in  any  room  or  building  occupied  in  the  discharge  of 
official  duties  by  any  officer  or  employee  of  the  Unitea  States  mentioned  in  this  act, 
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or  in  any  navy-yard,  fort,  or  arsenal,  solicit  in  any  manner  whatever,  or  receive  any 
contribution  of  money  or  any  other  tning  of  value  for  any  political  puri>ose  whatever. 
(Sec.  12.) 

*  *  *  QQ  officer  or  employee  of  the  United  States  mentioned  in  this  act' shall 
discharge,  or  promote,  or  degrade,  or  in  any  manner  change  the  official  rank  or  com- 
pensation of  any  otJier  officer  or  employee,  or  promise  or  tnreaten  so  to  do,  for  ffiving 
or  withholding  or  neglecting  to  make  any  contribution  of  money  or  other  valuable 
thing  for  any  political  purpose.    (Sec.  13.) 

*  *  *  no  officer,  clerk,  or  other  person  in  the  service  of  the  United  States  shall, 
directly  or  indirectly,  give  or  hand  over  to  any  other  officer,  clerk,  or  person  in  tJie 
service  of  the  United  States,  or  to  any  Senator  or  Member  of  the  House  of  Represen- 
tatives, or  Territorial  Delegate,  any  money  or  other  valuable  thing  on  account  of  or 
to  be  applied  to  the  promotion  of  any  political  object  whatever.    (Sec.  14.) 

*  *  *  any  person  who  shall  be  guilty  of  violating  any  provision  of  the  four  fore- 
going sections  snail  be  deemed  guilty  of  a  misdemeanor,  and  shall,  on  conviction 
thereof,  be  punished  by  a  fine  not  exceeding  five  thousand  dollars,  or  by  imprison- 
ment for  a  term  not  exceeding  three  years,  or  by  such  fine  and  imprisonment  both, 
in  the  discretion  of  the  court.    (Sec.  15.) 

OIVIL-SERVICE   RULES. 

No  person  in  the  executive  civil  service  shall  use  his  official  authority  or  influence 
for  the  purpose  of  interfering  with  an  election  or  affecting  the  result  thereof.  (Rule  I, 
sec.  1.) 

*  *  *  No  discrimination  shall  be  exercised,  threatened,  or  promised  by  any 
person  in  the  executive  civil  service  against  or  in  favor  of  an  applicant,  elijgible,  or 
employee  in  the  classified  service  because  of  his  political  or  religious  opinions  or 
affiliations.     (Rule  I,  sec.  2.) 

No  recommendation  for  the  promotion  of  ar  classified  employee  shall  be  considered 
by  any  officer  concerned  in  making  promotions,  unless  it  be  made  by  the  person 
under  whose  supervision  such  employee  has  served;  and  sudi  recommendation  by 
any  other  person,  if  made  with  the  knowledge  and  consent  of  the  employee,  shall  be 
suiiicient  cause  ifor  debarring  him  from  the  promotion  proposed,  and  a  repetition  of 
the  offense  shall  be  sufficient  cause  for  removing  him  from  the  service.  (Rule  XII, 
sec.  3.) 

It  shall  be  the  duty  of  every  officer  and  employee  in  the  executive  civil  service, 
and  of  every  applicant  or  eligible  for  a  position  therein,  to  give  to  the  Commission, 
or  its  authorized  representatives,  all  proper  and  competent  information  and  testi- 
mony in  regard  to  matters  inquired  of  arising  under  the  civil-service  act  and  rules, 
and  to  subscribe  such  testimony  and  make  oath  or  affirmation  to  the  same  before 
some  officer  authorized  by  law  to  administer  oaths.     (Rule  XIV.) 

DEPARTMENTAL   ORDERS. 

On  June  13,  1902,  referring  to  a  previous  Executive  order  issued  by 
President  Cleveland  on  July  14,  1886,  President  Roosevelt,  in  a  letter 
to  the  Commission,  said  in  part: 

In  consideration  of  fixity  of  tenure  and  of  appointment  in  no  way  due  to  politi«l 
considerations,  the  man  in  the  classified  service,  while  retaining  his  right  to  vote  as 
he  pleases  and  to  express  privately  his  opinions  on  all  political  subjects,  ''should  not 
take  any  active  part  in  political  mangement  or  in  political  campaigns,  for  precisely 
the  same  reasons  that  a  judgo.  an  army  officer,  a  r^eular  soldier,  or  a  policeman  is 
debarred  from  taking  such  active  part.  '  *  *  *  Officeholders  must  not  use  their 
ofliccs  to  control  political  movements,  must  not  neglect  their  public  duties,  must  not 
cause  public  scandal  by  their  activity.     *    *    ♦ 

The  provisions  of  the  departmental  orders  are  illustrated  in  the 
following  quotations: 
The  Postmaster-General,  on  October  1,  1902,  in  an  order  said: 

As  to  political  activity  a  sharp  line  is  drawn  between  those  in  the  classified  and 
those  in  the  unclassified  service.  Postmasters  or  others  holding  unclassified  positions 
are  simply  prohibited  from  using  their  offices  to  control  political  movements,  from 
neglecting  tneir  duties,  and  from  causing  public  scandal  by  their  political  activity. 
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A  person  in  the  classified  service  has  an  entire  right  to  vote  as  he  pleases,  and  to 
express  privately  hi<^  opinions  on  iHl  political  subjects,  but  he  diould  take  no  active 
part  in  political  management  or  in  political  campaigns. 

In  an  order  of  October  1,  1904,  the  Secretary  of  State  said: 

Officers  and  employees  of  this  Department  *  *  *  are  prohibited  from  such 
active  participation  in  campaign  work  as  is  incompatible  with  their  official  duties. 
They  snould  not  serve  on  committees  charged  with  the  collection  and  disbursement 
of  political  funds,  but  they  are  free  to  vote  and,  in  a  proper  way,  to  express  their 
I>oUtical  sentiments  and  preferences. 

The  Attorney-General,  in  an  order  dated  November  22,  1901, 
addressed  to  all  officers  and  employees  of  the  Department  of  Jus- 
tice, said: 

The  spirit  of  the  civil-service  law  and  rules  renders  it  highly  undesirable  for  Federal 
officers  and  employees  to  take  an  active  part  in  political  conventions  or  in  the  direc- 
tion of  other  parts  of  political  machinery.  Persons  in  the  Government  service  under 
this  Department  should  not  act  as  chairmen  of  political  organizations,  nor  make  them- 
selves unduly  prominent  in  local  political  matters. 

In  an  order  of  the  Commissioner  of  Internal  Revenue,  dated  Decem- 
ber 9,  1905,  addressed  to  collectors  of  internal  revenue,  the  Commis- 
sioner said: 

So  far  as  the  classified  service  is  concerned,  employees  must  absolutely  refrain  from 
political  activity.  They  should  not  serve  on  pohtical  committees,  nor  act  as  election 
officers,  nor  assist  in  canvassing  districts  in  the  interest  of  any  party  whatever  or  in 
connection  with  any  other  form  of  political  work.  *  ♦  ♦  Such  employees  should 
not  leave  their  place  of  assignment  of  duty  at  which  they  are  working  miring  office 
hours  for  the  mere  purpose  of  going  outside  of  the  premises  to  be  consulted  concern- 
ing or  to  pav  political  subscriptions.  *  *  ♦  By  reason  of  the  fact  that  political 
ponies  are  frec[uently,  often  necessarily,  engaged  more  or  less  in  the  collection  of 
money  for  political  purposes,  and  in  such  work  often  seciire  contributions  from  per- 
sons in  the  Federal  service,  it  is  not  deemed  wise  for  collectors  or  their  deputies  to 
be  members  of  local  political  committees. 

OIBOULABS   SOLICITING   POLITICAL   CONTRIBUTIONS. 

In  an  opinion  rendered  on  October  17,  1902,  upon  the  question  of 
whether  tne  sending  of  a  circular  letter  by  a  political  committee  to 
Federal  oflBcers  and  employees,  soliciting  financial  aid  in  Congres- 
sional or  State  elections,  upon  or  attached  to  which  appear  the 
names  of  Federal  officers  or  employees,  is  a  violation  of  section  11  of 
the  civil-service  act,  the  Attorney-General  said: 

Whatever  the  particular  form  of  words  adopted  in  such  circulars  in  order  to  show 
a  request  rather  than  a  demand,  and  to  give  responses  a  quasi  voluntary  character, 
the  explicit  and  comprehensive  words  of  the  statute,  forbidding  those  barred  by 
thtfir  public  relations  to  solicit  from  Federal  officials,  directly  or  indirectly,  or  to  "be 
in  any  manner  concerned  in  soliciting  or  receiving  any  assessment,  subscription,  or 
contribution  for  any  political  purpose  whatever,"  unquestionably  condemn  all  such 
circulars.  They  should  not  be  sent  to  Federal  officials,  or  else  they  should  not  bear 
the  names  of  the  public  officers  and  employees  designated  in  the  act. 

At  the  time  of  the  rendition  of  the  opinion  above  cited,  President 
Roosevelt  issued  the  following  notification  and  warning: 

I  hereby  call  the  attention  of  all  officers  and  employees  in  the  Federal  service  to 
the  foregoing  opinion,  and  warn  them  that  the  provisions  of  law  as  therein  constnied 
are  to  l^  by  them  obeyed  and  enforced.  Any  official  in  the  Federal  service  may, 
without  jeopardy  to  his  official  standing,  contribute  or  not,  exactly  as  he  pleases, 
provided  he  obeys  the  sections  of  the  civil-service  act  above  referred  to. 
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AUTHORITY  OP  THE   UNITED   STATES   CIVIL  SEBYIOE   COMMISSION. 

It  is  the  duty  of  the  Commission  to  see  that  the  provisions  of  the 
civil-service  act  and  rules  are  strictly  enforced,  and  it  will  employ 
every  legitimate  and  available  means  to  secure  the  prosecution  and 
punishment  of  whoever  may  violate  them.  The  Commission  requests 
any  person  having  knowledge  of  any  such  violation  to  lay  the  facts 
before  it,  that  it  may  at  once  take  action  thereupon. 

The  enforcement  of  the  departmental  orders  respecting  partisan 
activity,  not  witliin  the  prohibitions  of  the  act  and  rules,  rests  with 
the  heads  of  the  departments  concerned,  and  not  with  the  Commission. 

POLITICAL  ACTIVITY  OP  BOABDS   OP   EXAMINEBS. 

The  Commission  believes  that  the  best  interests  of  the  service  will 
be  promoted  by  the  nonparticipation  of  all  members  of  its  boards  of 
examiners  in  political  conventions  or  in  the  work  of  political  com- 
mittees. While  attendance  at  a  political  convention  as  a  delegate  or 
membership  upon  a  political  committee  is  not,  in  itself,  a  violation  of 
the  rules,  partisan  activity,  if  sufficient  to  impair  usefulness  as  a  rep- 
resentative of  the  Commission,  is  sufficient  cause  for  removal  from 
membership  on  any  of  its  boards  of  examiners. 


ABMI88I0H  TO  THE  GRADE  OF  8UBFMAN  IN  THE  UFB-SAVnTG  SSBVIGB. 

(Revised  to  May,  1906.) 

The  following  regulations  governing  admission  to  the  grade  of  surf- 
man  in  the  Life-Saving  Service  have  been  adopted  by  the  Commission 
and  approved  by  the  Secretary  of  the  Treasury: 

1.  No  person  shall  be  appointed  to  the  grade  of  surfman  in  the 
Life-Saving  Service  except  upon  examination  and  certification  by 
the  United  States  Civil  Service  Commission. 

2.  Applications  for  examination  shall  be  made  upon  the  blank 
forms  or  application  furnished  by  the  Commission,  which  may  be 
obtained  from  the  superintendent  of  any  life-saving  district,  the 
keeper  of  any  life-savmg  station,  or  any  oflicer  of  the  Life-Saving 
Service. 

3.  For  the  purpose  of  establishing  registers  of  eligibles  for  surfmen 
to  meet  the  demands  of  the  Service,  the  coasts  whereon  life-saving 
stations  are  located  are  divided  into  sections  as  follows: 

First  district, — Section  1,  coast  of  Maine;  section  2,  coast  of  New 
Hampshire.  Applications  will  be  received  from  persons  residing  on 
the  coast  of  New  Hampshire  soutli  of  Hampton  River  for  employ- 
ment in  section  1  of  the  second  district. 

Second  district. — Section  1,  from  the  northern  boundary  of  Massa- 
chusetts to  Barnstable  Bay,  except  City  Point  Station;  section  2, 
from  Barnstable  Bay  to  the  eastern  boundary  of  Rhode  Island;  sec- 
tion 3,  City  Point  wStation.  The  City  Point  Station  consists  of  a  ves- 
sel anchored  in  tlie  harbor  of  Boston,  and  the  service  there  requires 
experienced  sailors  rather  tlian  surfmen. 

Third  district. — Section  1,  coast  of  Rhode  Island  (except  Block 
Island)  and  Fishers  Island,  N.  Y.;  section  2,  coast  of  Block  Island. 
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Fourth  district. — Section  1,  from  Montauk  Point  to  and  including 
^ogue  Station;  section  2,  from  Quogue  to  Fire  Island  Inlet;  section 
\j  from  Fire  Island  Inlet  to  entrance  to  New  York  Bay. 

Fifth  district. — Section  1,  from  Sandy  Hook  to  Bamegat  Inlet; 
ection  2,  from  Bamegat  Inlet  to  Absecon  Inlet;  section  3,  from 
ibsecon  Inlet  to  Delaware  Bay. 

Sixth  district. — Section  1,  from  Delaware  Bay  to  the  northern 
oundary  of  Maryland;  section  2,  from  the  northern  boundary  of 
[arrland  to  the  northern  boimdary  of  Virginia;  section  3,  from  the 
ortnem  boimdary  of  Virginia  to  entrance  to  Chesapeake  Bay. 

Seventh  district. — Section  1,  from  entrance  to  Chesapeake  Bay  to 
ie  northern  boundary  of  North  Carolina;  section  2,  from  the  north- 
m  boundary  of  Nortn  Carolina  to  New  Inlet;  section  3,  from  New 
diet  to  Ocracoke  Inlet;  section  4,  from  Ocracoke  Inlet  to  the  north- 
m  boundary  of  South  CaroHna. 

Eighth  district. — Section  1,  coast  of  South  Carolina;  section  2,  coast 
f  Georgia;  section  3,  east  coast  of  Florida. 

Ninth  district. — Section  1,  west  and  south  coasts  of  Florida;  section 
,  coast  of  Texas. 

Tenth  district. — Section  1,  United  States  coasts  of  Lake  Ontario 
nd  Erie;  section  2,  Louisville,  Ky.  (To  this  district  is  added  sec- 
ion  2,  to  make  provision  for  the  Louisville  Station  at  the  Falls  of 
lie  Ohio  River.) 

Eleventh  district. — Section  1,  United  States  coast  of  Lake  Huron; 
Bction  2,  United  States  coast  of  Lake  Superior. 

Twelfth  district.— Section  1,  east  coast  or  Lake  Michigan;  section  2, 
rest  coast  of  Lake  Michigan,  except  the  Evanston  Station;  section  3; 
ivanston  Station.  In  mling  vacancies  in  the  position  of  surfman  at 
he  Evanston  Station  preference  will  be  given  to  students  of  the 
lorthwestem  University,  or  to  eligibles  from  any  section  in  the  dis- 
rict  desiring  or  intending  to  become  students  at  said  university,  such 
ict  being  indicated  in  their  applications,  and  evidence  being  presented 
hat  they  will  be  admitted  as  students  in  said  university. 

Thirteenth  district. — Section  1,  coast  of  Washington;  section  2,  coast 
f  Oregon;  section  3,  coast  of  California;  section  4,  coast  of  Alaska. 

4.  Applications  for  examination  may  be  filed  at  any  time,  and 
itist  be  filed  with  the  keepers  of  stations  nearest  the  applicants^ 
laces  of  residence.  The  applications  must  be  forwarded  by  the 
eepers,  through  the  district  superintendents,  to  the  General  Super- 
itendent  of  the  Life-Saving  Service  for  transmission  to  the  Com- 
lission  for  examination.  Tne  names  of  persons  (except  applicants 
>r  service  on  the  coast  of  Alaska)  who  are  found,  upon  exammation, 
0  be  eligible  will  be  entered  upon  the  register  of  eligibles  quarterly — 
anuary  1,  April  1,  July  1,  and  October  1.  Applications  that  are 
M^ved  in  complete  form  at  the  Commission  prior  to  December  15, 
farch  15,  Jime  15,  and  September  15  will  be  considered  for  the  reg- 
iter  to  be  established  on  the  first  of  the  next  succeeding  month. 
Lpplications  received  after  those  dates  will  be  retained  and  consid- 
red  for  the  next  subsequent  register.  In  case  of  a  lack  of  eligibles 
ar  any  section  the  demands  of  the  Service  require  a  special  exami- 
ation  to  establish  a  register  of  eligibles,  and  the  names  of  eligibles 
nU  be  entered  upon  the  register  immediately.  Registers  of  eligibles 
nr  service  on  the  coast  of  Alaska  wiU  be  established  only  when  eligi- 
IdB  aie  needed. 
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5.  Each  applicant  shall  furnish  two  vouchers  as  to  his  experience 
as  a  surfman,  sailor,  or  boatman,  from  persons  by  whom  or  with 
whom  he  has  been  employed  as  such.  The  term  "surfman'*  includes 
not  only  a  person  who  has  had  experience  as  such  in  the  Life-Saving 
Service,  but  also  a  person  who  has  not  been  employed  in  that  Service 
but  has  had  experience  in  handling  boats  as  a  suit  fisherman  or  as  a 
wrecker.  He  must  also  furnish  a  certificate  of  his  physical  condition. 
It  is  required,  whenever  practicable,  that  the  medical  examination 
of  applicants  for  the  position  of  surfman  shall  be  made  by  a  medical 
officer  of  the  United  States  Public  Health  and  Marine-Hospital  Serv- 
ice. Wlien,  however,  it  would  work  a  hardship  to  an  appUcant  to 
roach  such  medical  officer  the  examination  may  be  made  by  any 
reputable  physician.  In  such  case  the  physician  must  be  vouched 
for  by  the  keeper  nearest  the  physician  s  place  of  residence,  or  by 
the  district  superintendent.  Whenever  scales  are  not  available  and 
it  is  impracticable  for  the  physician  to  weigh  the  applicant,  as  re- 
quired Dy  question  1  of  the  "Record  of  medical  examination,"  he 
should  use  his  best  judgment  in  estimating  the  weight  of  the  applicant. 

6.  The  physical  examination  must  be  made  within  ten  aays  pre- 
ceding the  ming  of  the  application,  and  if  the  applicant  is  selected 
for  appointment  he  must  pass  another  physical  examination  within 
five  days  preceding  his  entrance  upon  outy,  which  second  phvsical 
examination  must  be  made  by  a  medical  officer  of  the  United  States 
Public  Health  and  Marine-Hospital  Service. 

7.  An  applicant  must  be:  (a)   a  citizen  of  the  United  States; 
(6)  not  unaer  18  nor  over  45  years  of  age;  (c)  not  less  than  5  feet  6 
in(!hes  in  height;  (d)  not  less  than  135  nor  more  thui  205  pK)unds  iiL 
weight;  (e)  must  reside  in  the  district  in  which  he  seeks  employment  "J 
(f)  must  be  able  to  road  and  write  the  English  language;  (g)  must  he^ 
a  good  swimmer. 

8.  No  person  shall  be  examined  who  has  not  had  at  least  thre^ 
years'  experience  as  surfman,  sailor,  or  boatman;  no  credit  will  b^ 
allowed  for  experience  obtained  imder  the  age  of  15  years;  but  itf 
there  are  no  eligibles  in  and  for  the  section  where  the  vacancy  exists  ^ 
and  certification  can  not  be  made  from  any  other  section  because 
there  are  insufficient  eligiblos  to  make  a  certification  for  the  existing 
vacancy,  ay)plicants  having  had  less  than  three  years'  experience  oX" 


no  experience  at  all,  may  be  examined. 

9.  The  followinci:  elements  shall  be  considered  in  the  examination  •' 
(1)  physical  condition;  (2)  experience;  (3)  age.     These  elements  shall 
be  weighted  as  follows  in  the  examination:  Physical  condition,  5; 
experience,  4;  age,  1. 

10.  In  determining  the  average  percentage  of  a  competitor,  the 
rating  on  each  element  shall  be  multiplied  by  the  number  indicating 
the  relative  weight  of  that  element,  and  the  sum  of  these  products 
divided  by  the  sum  of  the  relative  weights  will  be  the  average  pe^ 


cent  age. 


11.  Competitors  who  are  shown  by  the  medical  certificate  furnished 
to  be  in  y)orfect  physical  condition  will  be  given  a  rating  of  98.  For 
minor  defects  wliich  do  not  essentially  impair  the  competitor's  physi- 
cal ability,  y)roportionatT»  reductions  in  the  rating  will  be  made  from 
98.  For  physical  defe^cts  which  are  considered  to  seriously  impair 
the  o()m])etitor's  ability  to  perform  the  duties  of  surfman,  nis  appli- 
cation will  be  rejected. 
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12.  A  competitor  who  has  had  five  or  more  years'  experience  as 
surfman  (or  as  Falls  boatman,  if  examined  for  the  Louisville  Station, 
or  as  sailor,  if  examined  for  City  Point  Station),  shall  be  rated  100 
for  experience.  A  proportionate  deduction  shall  be  made  from  100 
for  less  than  five  years^  experience. 

13.  A  competitor  who  has  had  five  or  more  years'  experience  as 
sailor  and  shows  in  his  application  that  he  is  perfectly  familiar  with 
the  handling  of  boats  in  broken  water  shall  be  rated  70  for  experience. 
A  proportionate  deduction  from  70  shall  be  made  for  less  than  five 
years'  experience  as  sailor. 

14.  A  competitor  who  has  had  five  or  more  years'  experience  as 
boatman  shall  be  rated  40  for  experience.  A  proportionate  deduction 
from  40  shall  be  made  for  less  than  five  jears'  experience  as  boatman. 

15.  A  competitor  who  has  had  experience  as  surfman  and  who  has 
also  had  separate  experience  as  sailor  or  boatman,  or  in  all  of  these 
occupations,  shall  be  given  a  rating  for  experience  calculated  upon 
the  experience  in  each  occupation,  but  the  aggregate  rating  for  expe- 
rience m  an  J  one  or  more  of  these  occupations  shall  not  exceed  100. 

16.  Apphcants  who  furnish  satisfactory  evidence  of  actual  expe- 
rience in  surf  work,  such  as  surf  fishing,  wrecking,  launching  boats 
through  the  surf  for  the  purpose  of  going  out  to  nets,  or  by  employ- 
ment m  the  erection  of  piers,  breakwaters,  etc.,  or  in  rafting,  will  be 
rated  on  an  equality  with  surfmen  in  the  Life-Saving  Service  rather 
than  as  ordinarjr  boatmen. 

17.  A  competitor  between  the  ages  of  25  and  40  shall  be  rated  100 
for  age:  between  the  ages  of  18  ana25  a  deduction  of  1  from  100  shall 
be  made  for  each  year  or  fraction  thereof  under  25,  and  between  the 
ages  of  40  and  45  a  deduction  of  1  from  100  shall  be  made  for  each 
year  or  fraction  thereof  m  excess  of  40. 

18.  The  names  of  all  competitors  who  attain  an  average  percentage 
of  70  or  over  shall  be  entered  in  the  order  of  their  average  percentage 
upon  a  register  of  eligibles,  which  shall  be  on  file  at  the  Commission. 
A  copv  of  the  register  of  eligibles  for  each  life-saving  district  shall  be 
fumisned  to  the  superintendent  thereof. 

19.  District  superintendents  are  allowed  to  give  out  the  relative 
standing  of  an  eligible  upon  the  register  only  upon  request  of  the 
eligible  nimself . 

20.  Whenever  a  vacancy  exists  at  a  station,  the  keeper  thereof 
shall  make  requisition  upon  the  superintendent  of  the  life-saving  dis- 
trict in  which  the  station  is  located  for  a  certification  of  eligibles,  and 
the  superintendent  shall  certify  the  names  of  the  three  eligioles  stand- 
ing highest  on  the  register  for  the  section  in  which  the  vacancy  exists 
^o  have  not  been  three  times  certified  and  who  have  not  alreadv  a 
father,  brother,  or  son  in  the  crew,  and  from  this  certification  a  selec- 
tion shall  be  made:  Provided,  That  the  name  of  any  eligible  whose 
father,  brother,  or  son  is  already  a  member  of  the  crew  shall  not  be 
certified,  the  next  name  in  order  on  the  register  of  eligibles  not  affected 
by  this  prohibition  being  entered  on  tne  certificate.  The  eligible 
TOOse  name  is  omitted  for  this  reason  shall  not  be  charged  with  such 
certification.  When  there  are  fewer  than  three  eligibles  on  any  regis- 
ter, the  superintendent  shall  certify  the  names  tnereon,  and  if  the 
keeper  shall  elect  not  to  make  a  probational  appointment  therefrom 
hs  .sliall  select  for  temporary  appointment  the  one  el^ible,  or  one  of 
the  two  eligibles^  unless  reasons  satisfactory  to  the  Oommission  are 
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given  why  the  selection  should  not  be  so  made.  Such  temporary 
appointment  may  continue  until  three  eligibles  are  providea,  sub- 
ject to  tennination  by  the  keeper  for  any  of  the  disqualifications 
specified  in  paragragh  30  with  reference  to  a  probational  appoint- 
ment. (Whenever  a  certificate  is  issued  for  otner  than  probational 
appointment  the  word  '*  temporary"  should  be  plainly  'VMitten  on  the 
certificate,  the  report,  and  the  stub,  and  a  certification  for  temporary 
appointment  must  not  be  char&:ed  arainst  an  eligible  as  one  of  the 
tnree  regular  certifications  to  which  the  rules  entitle  him,  nor  shall  a 
declination  of  such  temporary  appointment  serve  to  remove  an  eligi- 
ble's  name  from  the  register.)  The  names  of  all  temporary  appointees 
not  selected  from  the  register  of  eligibles  must  immediately  be  re- 
ported by  keepers  to  the  Civil  Service  Commission  through  the  dis- 
trict superintendents,  together  with  the  dates  of  such  temporary 
appointments,  and  a  separate  report  shall  be  made  of  the  dates  of 
expiration  of  such  temporary  appointments. 

21.  Eligibles  residing  in  the  section  where  the  vacancy  exists  will 
be  kno^^Ti  as  "regulars,"  while  those  who  reside  in  other  sections  of 
the  district,  but  who  have  expressed  in  their  applications  a  willing- 
ness to  serve  in  the  section  where  the  vacancy  exists,  will  be  known 
as  "willings."     The  "regulars"  will  alw^ays  be  certified,  in  the  order 
of  tlieir  percentage,  ahead  of  the  "  willings."     If  there  are  not  as  many 
as  three  "regulars"  on  any  register,  the  one  or  two  "regulars"  thereon 
will  be  certified  in  their  order,  and  the  additional  names  required  to 
make  a  full  certification  of  three  will  be  taken,  in  their  order,  from. 
the  "willings"  having  the  highest  averages.     If  there  are  no  "regu- 
lars" at  all,  then  certification  will  be  confined  to  "willings"  in  th^ 
order  of  their  average  percentage. 

Special  registers  are  maintained  for  the  Pea  Island  Station,  in  seo— 
tion  2  of  district  7,  and  stations  on  the  coast  of  Alaska,  section  4  O^ 
district  13,  and  no  "williiigs"  will  be  certified  to  those  stations- 
Eligibles  for  section  1  of  district  10  shall  not  be  eligible  as  "willings^  ' 
for  section  2  (Louisville  Station)  unless  they  have  had  experience  a* 
or  on  the  Falls  of  the  Ohio  River. 

22.  No  eligible  is  entitled  to  more  than  three  certifications  for ' 
regular  employment,  whether  he  is  certified  to  the  same  station  three 
times  or  to  difTereiit  stations.  Wlien  an  eligible  has  received  three 
certifications  for  regular  employment  without  selection,  his  name  is 
dropped  from  the  register,  and  the  only  way  in  which  he  can  again 
become  eligible  is  by  taking  another  examination. 

23.  The  general  superintendent  of  the  Life-Saving  Service,  the 
superintendent  of  each  life-sa\ing  district,  and  the  keeper  of  each  life- 
saving  station  shall  act  as  representatives  of  the  Commission  in  the 
discharge  of  the  duties  required  of  them  by  these  regulations. 

24.  Each  station  keeper,  each  district  superintendent,  and  the  gen- 
eral supermtendent  of  tlie  Life-Saving  Service  shall  carefully  examine 
and  note  any  misstatements  known  to  any  of  them  which  may  be 
made  by  an  applicant  in  hi*  application;  and  shall  call  attention  to 
any  disqualification  under  section  4,  Rule  V,  civil-service  rules,  or  to 
any  other  matter  within  his  knowledge,  which,  in  his  opinion,  should 
render  an  applicant  ineligible  for  the  position  of  surfman. 

25.  Wlien  two  or  inony  eligibles  have  the  same  average  percentage, 
the  relative  standing  on  the  register  shall  be  governed  according  to  uie 
order  of  dates  upon  wliich  the  applications  were  filed  in  complete  form. 
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26.  The  period  of  eligibiKty  shall  be  one  year,  beginning  with  the 
date  on  which  the  name  of  the  eligible  is  entered  on  the  register.  This 
period  may  be  extended,  in  the  discretion  of  the  Commission,  for  all 
those  on  any  register,  when  the  conditions  of  good  administration  ren- 
der it  inexpedient  to  hold  a  new  examination.  An  eli^ble  who  shall 
reach  the  maximum  age  Hmit  during  the  period  of  eligibihty  shall  not 
be  certified  for  appointment  after  he  has  reached  the  age  limit. 

27.  Any  person  whose  name  is  upon  the  register  of  eligibles  may  file 
a  new  application  approximately  one  year  subsequent  to  the  one  on 
which  he  attained  his  eligibility.  In  the  event  that  he  attains  an  eli- 
gible average  percentage  on  such  reexamination  his  name  wiU  be 
entered  upon  tne  register  in  the  order  of  his  grade,  together  with  the 
other  eligibles  from  the  examination,  and  saia  entry  will  be  treated  as 
canceling  his  eligibility  from  the  former  examination.  But  in  the 
event  of  nis  faili^  in  the  second  examination  the  eligibihty  from  the 
previous  examination  will  continue. 

28.  Whenever  a  person  is  selected  for  employment  as  a  surfman  in 
the  Ldfe-Saving  Service,  he  is  expected  to  report  for  duty  at  once,  and 
will  be  required  to  enter  into  a  written  agreement  to  serve  as  such, 
according  to  the  terms  and  xmder  the  conditions  therein  stipulated. 
Should  a  person  who  is  selected  be  imable  to  report  at  once  in  person, 
he  should  immediately  acknowledge,  either  by  telegram  or  letter,  the 
receipt  of  the  appointment  tendered  and  inform  the  keeper  when  he 
can  report  for  duty.  Should  he  be  unable  to  report  within  fifteen 
days,  ne  will  be  considered  as  having  declined  the  appointment. 

29.  If  an  eligible  declines  an  appomtment  and  desires  the  benefit  of 
the  remaining  certifications  to  wmch  he  may  be  entitled,  he  must  file 
with  the  district  superintendent  within  fifteen  days  a  statement,  in 
writing,  of  his  reasons  for  decUning  and  request  the  restoration  of  his 
name  to  the  register.  Such  statement  will  be  forwarded  to  the  Com- 
mission, through  the  general  superintendent,  with  that  officer's  recom- 
mendation. The  name  will  not  be  restored  to  the  register  unless  the 
district  superintendent  receives  instmctions  to  that  enect. 

30.  When  an  eligible  has  been  selected  and  has  signed  the  "Articles 
of  engagement  for  surfmen"  (Form  1803,  Life-Saving  Service),  he 
becomes  under  civil-service  rule  a  probationer  for  the  period  of  six 
months,  at  the  end  of  which  period,  if  his  conduct  and  capacity  are 
satisfactory,  his  retention  in  tne  service  will  be  equivalent  to  his  per- 
manent engagement  for  the  full  term  of  his  contract ;  but,  if  at  any  time 
during  this  probationair  period  his  conduct  or  capacity  be  not  satis- 
factory he  snail  be  notified  by  the  keeper  that  he  will  not  be  retained 
in  the  Service  because  of  such  unsatisfactory  conduct  or  want  of  capac- 
ity, and  such  notification  shall  discharge  him  from  the  Service.  In 
such  cases  the  keeper  must  forward  at  once  to  the  general  superintend- 
ent, through  the  cfistrict  superintendent,  a  full  statement  of  the  action 
taken  and  the  circumstances  upon  which  it  was  based.  No  portion  of 
the  inactive  season  will  be  included  in  the  six  months'  probation. 

31.  Whenever  a  keeper  has  made  a  selection  from  a  certification,  he 
shall  immediately  forward  to  the  district  superintendent  a  statement 
(Form  332),  giving  the  name  of  the  person  selected,  whose  place  he 
takes,  and  certifying  upon  honor  that  the  selection  was  made  with 
reference  to  fitness  only  and  without  reference  to  political  or  party 
affiliations.  (See  section  10,  act  of  May  4,  1S82,  entitled  '*An  act  to 
promote  the  efficiency  of  the  Life-Saving  Service  and  to  encourage  the 
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saving  of  life  from  shipwreck.")  The  district  superintendent  will  in 
turn  report  the  selection  to  the  Civil  Service  Commission;  through  the 
general  superintendent,  on  the  report  of  certificate  (Form  327). 


PBOXOTIOKS  Aim  TBAH8FES8  IN  THE  CUSTOMS  SBBVIOS  AT  THE  P0BT8  OF 
BOSTON,  CHICAGO,  BALTIMOBE,  PHILADELPHIA,  HEW  OBLEAHS,  8AH  FBAH- 
CISCO,  POBTLAKD  (OBEO.),  AND  POBT  T0WN8EHB. 

(Approved  May  18,  1906,  to  take  effect  Jime  1,  1906.) 

Special  regulations  are  in  eflfect  governing  promotions  and  transfers 
in  tne  Customs  Service  at  the  port  of  New  York. 

1.  Promotions  to  positions  for  which  the  first-grade  examination  is 
given  shall  be  made  upon  competitive  examination.  Emplovees  in 
subordinate  grades  in  tne  classified  service  who  have,  prior  to  the  date 
of  examination,  served  two  years  or  more  in  a  competitive  position  are 
eligible  to  enter  the  examination  for  promotion.  AppUcations  must 
be  filed  with  the  district  secretaries  at  least  twenty  aays  before  the 
date  of  the  examination. 

2.  Examination  for  promotion  to  first-grade  positions  shall  be  held 
at  such  times  and  upon  such  subjects  as  the  Commission  may  prescribe 
and  all  employees  receiving  an  average  percentage  of  76  will  be  eligible 
for  promotion. 

3.  In  examinations  for  promotion  to  first-grade  positions,  efficiency 
shall  have  a  weight  of  40  per  cent.  It  shall  not  be  considered  in  cases 
of  competitors  who  fail  to  attain  an  average  percentage  of  70  or  more 
in  the  written  subjects.  Nominating  officers  wiU  be  requested  to  fur- 
nish efficiency  records  prior  to  the  examination. 

4.  Selections  from  the  registers  shall  be  made  in  accordance  with  the 
regulations  governing  selection  for  original  appointment.  From  the 
register  of  eligibles  established  the  names  of  the  hi^est  three  in  order 
shall  be  considered  for  each  vacancy:  Provided ,  That  a  nominating 
officer  may  fill  a  vacancy  in  his  office  from  the  highest  three  eligibles 
who  are  employed  therein.  The  consent  of  the  nominating  officer 
under  whom  an  employee  is  serving  shall  be  required  if  the  employee 
is  proposed  for  promotion  to  another  office,  as  such  promotion  would 
involve  a  transfer. 

5.  The  limitation  of  eligibihty  to  one  year  shall  not  apply  in  promo- 
tion examinations.  Upon  filing  new  applications  eligible-s  may  be  reex- 
amined at  the  end  of  a  year  and  the  new  averages  attained  by  them 
will  cancel  the  old.  If  they  fail  to  receive  ehgible  averages,  their 
names  will  be  dropped  and  they  will  not  be  allowed  a  reexamination 
within  one  year. 

6.  Promotion  within  a  grade  shall  be  made  from  class  to  class  and 
only  after  six  months*  service  in  the  class  from  which  promotion  is  to 
be  made. 

7.  Promotion  of  employees  servmg  in  third-grade  positions  may  be 
made  to  second-grade  positions  upon  noncompetitive  examination 
after  six  months'  service. 

8.  Any  employee  who  has  been  reduced  may  be  restored  to  his 
former  position  upon  certification  by  the  nommating  officer  under 
whom  he  served  that  his  reduction  was  not  because  of  misconduct  or 
inefficiency. 

By  direction  of  the  Commission: 

John  C.  Black,  PresidenL 
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The  foQowiBg  r^ulations  TOvem  promotions  in  the  Customs  Service 
at  all  ports  not  mentioned  above: 

The  following  promotions  may  be  made  therein  at  any  time  after 
absolute  appointment: 

(a)  Any  employee,  to  the  next  higher  class  in  the  same  grade,  upon 
any  test  of  fitness  determined  upon  by  the  nominating  officer. 

(b)  Any  employee,  to  the  lowest  class  in  any  other  grade,  or  to  a 
class  no  higher  than  the  class  from  which  transferred,  upon  passing 
a  noncompetitive  examination  for  that  grade. 

(c)  Storekeepers  and  assistant  storekeepers  shall  be  classed  as  clerks 
and  vacancies  in  that  class  shall  be  filled  by  assignments  from  the 
grade  of  clerk. 
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July,  1906. 

Reinstatement  is  not  a  right  given  to  the  applicant^  but  is  merely 
one  of  the  ways  by  which  an  appointing  officer  may  fill  a  vacancy. 

The  initiative  in  reinstatement  rests  with  the  head  of  the  depart- 
ment in  which  the  person  formerly  served,  and  the  authority  of  the 
Commission  is  limited  to  determimng  the  eligibility  of  the  person  for 
reinstatement  upon  receipt  of  requisition  for  the  reinstatement  from 
the  head  of  the  department.  Therefore  no  register  of  persons  eligible 
for  reinstatement  is  kept. 

A  person  seeking  reinstatement  should  address  his  request  through 
proper  channels  to  the  head  of  the  department  from  which  he  was 
separated. 

The  Commission  can  not  undertake  to  express  an  opinion  in  regard 
to  the  eli^bility  of  any  person  for  reinstatement,  or  to  state  whether 
an  exammation  will  be  necessary,  until  it  is  in  possession  of  all  the 
facts  in  the  case,  presented  through  the  head  of  the  department. 

A  person  who  lias  been  reinstated  is  not  eligible  tor  transfer  to 
another  department  or  office  until  he  has  served  at  least  six  months 
after  reinstatement. 

Civil-service  Rule  IX,  governing  reinstatement: 

A  peraon  separated  without  delinquency  or  misconduct  from  a  competitive  position, 
or  from  a  position  which  he  entered  oy  transfer  or  promotion  from  a  competitive  posi- 
tion, ma^  be  reinstated  in  the  department  or  office  in  which  he  formerly  served,  upon 
certification  of  the  Commission,  subject  to  the  following  limitations: 

(a)  The  separation  must  have  occurred  within  one  year  next  preceding  the  date  of 
the  requisition  of  the  nominating  or  appointing  officer  for  such  certificate;  but  this 
limitation  shall  not  apply  to  a  person  who  served  in  the  civil  war  or  the  war  with  Spain 
and  was  honorably  discharged,  or  his  widow,  or  an  army  nurse  of  either  war. 

(6)  No  person  mav  be  reinstated  to  a  position  requiring  an  examination  different 
from  that  required  tor  the  position  from  which  he  was  separated  without  passing  an 
appropriate  examination. 

S.  Doc.  396, 51>-2,  pt  1 13 
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Fowih  distiiet. — Section  1,  from  Montauk  Point  to  and  including 
Quogue  Station;  section  2,  from  Quogue  to  Fire  Island  Inlet;  section 
3,  from  Fire  Island  Inlet  to  entrance  to  New  York  Bay. 

Fifth  diatriH. — Section  1,  from  Sandj  Hook  to  Bamegat  Inlet; 
section  2,  from  Bamegat  Inlet  to  Absecon  Inlet;  section  3,  from 
Absecon  Inlet  to  Delaware  Bay. 

Sia^  district. — Section  1,  from  Delaware  Bay  to  the  northern 
boundary  of  Maryland;  section  2,  from  the  northern  boundary  of 
Maryl&nd  to  the  northern  boundary  of  Virginia;  section  3,  from  the 
nortnem  boundary  of  Virginia  to  entrance  to  Clie-sapeake  Bay. 

Seventh  district. — Section  1,  from  entrance  to  Oieaapeake  Bay  to 
tiie  northern  boundary  of  North  Carolina;  section  2,  from  the  north- 
em  boundary  of  North  Carolina  to  New  Inlet;  section  3,  from  New 
Inlet  to  Ocracoke  Inlet;  section  4,  from  Ocracoke  Inlet  to  the  north- 
em  boundary  of  South  Carolina. 

Eighth  di«(rid.^^ction  1 ,  coast  of  South  Carolina ;  section  2,  coast 
of  Georgia;  section  3,  east  coast  of  Florida. 

NiTith  (iifl(ric(.— Section  1,  west  and  south  coasts  of  Florida;  section 
2,  coast  of  Texas. 

Tenth  dis(nd .^-Section  1,  United  States  coasts  of  Lake  Ontario 
and  Erie;  section  2,  Louisville,  Ky.  (To  this  district  is  added  sec- 
tion 2,  to  make  provision  for  the  Louisville  Station  at  the  Falls  of 
the  Ohio  River.) 

Eleventh  district. — Section  I,  United  States  coast  of  Lake  Huron; 
section  2,  United  States  coast  of  Lake  Superior. 

Twelfth  district. — Section  1,  east  coast  of  Lake  Michigan;  section  2, 
west  coast  of  Lake  Michigan,  except  the  Kvanston  Station;  section  3, 
Evanston  Station.  In  tilling  vacancies  in  the  position  of  surfman  at 
the  Evanston  Station  preference  will  be  given  to  students  of  the 
Northwestern  University,  or  to  eligibles  from  any  section  in  the  dis- 
trict desiring  or  intending  to  become  students  at  said  university,  such 
fact  being  indicated  in  their  applications,  and  evidence  being  presented 
that  they  will  be  admitted  as  students  in  said  university. 

ThirteeTiih  district. — Section  1,  coast  of  Wasliington;  section  2,  coast 
of  Oregon;  section  3,  coast  of  California;  section  4,  coast  of  Alaska. 

4.  Applications  for  examination  may  be  filed  at  any  time,  and 
must  be  filed  with  the  keepers  of  stations  nearest  the  applicants' 
places  of  residence.  The  applications  must  be  forwarded  by  the 
Keepers,  through  the  district  superintendents,  to  the  General  Super- 
intendent of  the  Life-Saving  Service  for  transmission  to  the  Com- 
mission for  examination.  'Fhe  names  of  persons  (except  applicants 
for  service  on  the  coast  of  Alaska)  who  are  found,  upon  exammation, 
to  be  eligible  will  be  entered  upon  the  rci^ister  of  eligibles  quarterly — 
January  1,  April  1,  July  1,  and  October  1.  Applications  that  are 
received  in  complete  form  at  the  Commission  pnor  to  December  15, 
March  15,  June  15,  and  September  16  will  be  considered  for  the  reg- 
ister to  be  established  on  the  first  of  the  next  succeeding  month. 
Applications  received  after  those  dates  will  be  retained  and  consid- 
ered for  the  next  subsequent  register.  In  case  of  a  lack  of  eligibles 
for  any  section  the  demands  of  the  Service  require  a  special  exami- 
nation to  establish  a  register  of  eligibles,  and  the  names  of  eligibles 
will  be  entered  upon  the  register  immediately.  Registers  of  eligibles 
for  service  on  the  coast  of  AJaska  will  be  established  only  when  eligi- 
bles are  needed. 
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12.  A  competitor  who  has  had  five  or  more  years'  experience  as 
surfman  (or  as  Palls  boatman,  if  ezaniined  for  the  LouisriJle  Station, 
or  as  sailor,  if  examined  for  City  Point  Station),  shall  be  rated  100 
for  experience.  A  proportionate  deduction  shall  be  made  from  100 
for  less  than  five  years  experience. 

13.  A  competitor  who  naa  had  five  or  more  years'  experience  as 
sailor  and  shows  in  his  application  that  he  ia  perfectly  familiar  with 
t^  handling  of  boats  in  broken  water  shall  be  rated  70  for  experience. 
A  proportionate  deduction  from  70  shall  be  made  for  less  than  fire 
yeois'  experience  as  sailor. 

14.  A  competitor  who  has  had  five  or  more  years'  experience  as 
boatman  shall  be  rated  40  for  experience.  A  proportionate  deduction 
from  40  shall  be  made  for  less  than  five  years'  experience  as  boatman. 

15.  A  competitor  who  has  had  experience  as  surfman  and  who  has 
also  had  separate  experience  as  sailor  or  boatman,  or  in  all  of  these 
occupations,  shall  be  given  a  rating  for  experience  calculated  upon 
the  experience  in  each  occupation,  but  the  aggregate  rating  for  expe- 
rience m  any  one  or  more  of  these  occupations  sl^U  not  exceed  100. 

16.  Apphcants  who  furnish  satisfactory  evidence  of  actual  expe- 
rience in  surf  work,  such  as  surf  fishing,  wrecking,  launching  boats 
through  the  surf  for  the  purpose  of  going  out  to  nets,  or  by  employ- 
ment m  the  erection  of  piera,  breakwaters,  etc.,  or  in  rafting,  will  oe 
rated  on  an  equality  with  surfmen  in  the  Life-Saving  Service  rather 
than  as  ordinary  boatmen. 

17.  A  competitor  between  the  ages  of  2.5  and  40  shall  be  rated  100 
for  age:  between  the  ages  of  18  ana2.5  a  deduction  of  1  from  100  shall 
be  made  for  each  year  or  fraction  thereof  under  25,  and  between  the 
ages  of  40  and  45  a  deduction  of  1  from  100  shall  be  made  for  each 
year  or  fraction  thereof  m  excess  of  40. 

IS.  The  names  of  all  competitors  who  attain  an  average  percentage 
of  70  or  over  shall  be  entered  in  the  order  of  their  average  percentage 
upon  a  register  of  eligihles,  which  shall  be  on  file  at  the  Commission. 
A  copy  of  the  register  of  eligibles  for  each  life-saving  district  sliall  be 
furnished  to  the  superintendent  thereof. 

19.  District  superintendents  are  allowed  to  give  out  the  relative 
standing  of  an  eligible  upon  the  register  only  upon  request  of  the 
eligible  nimself . 

20.  Whenever  a  vacancy  exists  at  a  station,  the  keeper  thereof 
shall  make  requisition  upon  the  superintendent  of  the  life-saving  dis- 
trict in  which  the  station  is  located  for  a  certification  of  eligihles,  and 
the  superintendent  shall  certify  the  names  of  the  three  eligioles  stand- 
ing highest  on  the  register  for  the  section  in  which  the  vacancy  exists 
who  have  not  been  tnree  times  certified  and  who  have  not  already  a 
father,  brother,  or  son  in  the  crew,  and  from  tlii-s  certification  a  selec- 
tion shall  be  made;  Provided,  That  the  name  of  any  eligible  whose 
father,  brother,  or  son  is  already  a  member  of  the  crew  shall  not  be 
certified,  the  next  name  in  order  on  the  register  of  eligihles  not  afi'ected 
by  this  prohibition  being  entered  on  the  certificate.  The  eligible 
wnose  name  is  omitted  for  this  reason  shall  not  be  chained  with  such 
certification.  When  there  are  fewer  than  three  eligihles  on  anv  refiis- 
ter,  the  superintendent  shall  certify  the  names  tnereon,  and  if  the 
keeper  shaU  elect  not  to  make  a  probational  appointment  therefrom 
he.  .shall  select  for  temporary  appointment  the  one  el^ible,  or  one  of 
the  two  eligihles,  unless  reasons  sati::>factory  to  the  Commission  «.t« 
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Iiriinn  should  not  be  so  made.     Such  temporary — 
CMiiiiiiup  until  three  eligibles  are  provided,  sulj^ — 
III   li,\    ihe  Itpeper  for  any  of  the  discju allocations. 
inL'li  -in  with  reference  to  a  probational  appoint — 
V  ;i  iiTtificate.  is  issued  for  other  than  probationaB 
.  ni'.i   "teuiporarj'"  should  be  plainly  written  on  th» 
I  111 .  Hvd  the  stuD,  and  a  certification  for  temporary 
imi   he  charped  against  an  eligible  as  one  of  the 
iii  ill  inns  to  which  uin  rules  entitle  him,  nor  shall  a 
I  ii  iii|)i)rary  appointment  serve  to  remove  an  eligi- 
(  [I  L:i-tpr.)     The  names  of  all  temporary'  appointees 
I  III'  register  of  eligibles  must  immediately  be  re- 
in I  he  Civil  Service  Commission  through  the  dis- 
ni-,   together  with  the  dates  of  such  temporary 
I  II  --I'pnrate  report  shall  be  made  of  the  dates  of 
iirii|inrnrv  appointiucuts, 

■iiliii;:  in  tne  section  where  the  vacancy  exists  will 
iil:ii-."  while  those  who  reside  in  other  sections  of 
111!  luive  expressed  in  their  applications  a  willmg- 
11'  -I  riion  where  the  vacancy  exists,  will  be  known 
giilars"  will  always  be  certified,  in  the  order 
1(1  of  the  "  willings,"  If  there  are  not  as  many 
iiy  rofjister,  the  one  or  two  "regulars"  thereon 
nrdcr,  find  the  additional  names  required  to 
1  of  tii[v,>  uill  lie  liikrri,  in  their  order,  frniii 

llr   )li-llrvi    ;lmt,ii:..^.        [f   1  liriV  „re   Ilu   "  ri'ilTi- 
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26.  The  period  of  eligibility  shall  be  one  year,  b^:inniiig  with  the 
•   date  on  which  the  name  of  the  eligible  is  entered  on  the  register.    This 

period  may  be  extended,  in  the  discretion  oF  the  Commission^  for  all 
those  on  any  register,  when  the  conditions  of  good  administration  ren- 
der it  inexpedient  to  hold  a  new  examination.  An  eligible  who  shall 
reach  the  maximum  age  limit  during  tlie  period  of  eligioility  shall  not 
be  certified  for  appointment  after  he  has  reached  the  Eige  limit. 

27.  Any  person  whose  name  is  upon  the  register  of  eligibles  may  file 
a  new  application  approximately  one  year  subsequent  to  the  one  on 
which  he  attained  his  eligibility.  In  the  event  that  he  attains  an  eli- 
gible average  percentage  »n  such  reexamination  his  name  will  be 
entered  upon  the  register  in  the  order  of  his  grade,  together  with  the 
other  eligihles  from  the  examination,  and  said  entry  wUl  be  treated  as 
canceling  his  eligibility  from  the  former  examination.  But  in  the 
event  of  nis  failing  in  the  second  examination  the  eUgibiUty  from  the 
previous  examination  will  continue. 

28.  Whenever  a  person  is  selected  for  employment  as  a  surfman  in 
the  Life-Saving  Service,  he  is  expected  to  report  for  duty  at  once,  and 
will  be  required  to  enter  into  a  written  agreement  to  serve  as  such, 
according  to  the  terms  and  under  the  conditions  therein  stipulated. 
Should  a  person  who  is  selected  be  unable  to  report  at  once  in  person, 
he  should  immediately  acknowledge,  either  by  telegram  or  letter,  the 
receipt  of  the  appointment  tendered  and  inform  the  keeper  when  he 
can  report  for  duty.  Should  he  be  unable  to  report  within  fifteen 
days,  he  will  be  considered  as  having  declined  the  appointment, 

29.  If  an  eUgible  declines  an  appointment  and  desires  the  benefit  of 
the  remaining  certifications  to  wnich  he  may  be  entitled,  he  must  file 
with  the  district  superintendent  within  fifteen  days  a  statement,  in 
writing,  of  his  reasons  for  declining  and  request  the  restoration  of  his 
name  to  the  register.  Such  statement  will  be  fonv-arded  to  the  Com- 
mission, through  the  general  superintendent,  with  that  officer's  recom- 
mendation. The  name  will  not  be  restored  to  the  register  unless  the 
district  superintendent  receives  instnictions  to  that  effect. 

30.  When  an  ehgible  has  been  selected  and  has  signed  the  "Articles 
of  engagement  for  suifmen"  (Fonn  1803,  Life-Saving  Service),  he 
becomes  under  civil-service  rule  a  probationer  for  the  period  of  six 
months,  at  the  end  of  which  period,  if  his  conduct  and  capacity  are 
satisfactory,  his  retention  in  the  service  will  be  equivalent  to  his  per- 
manent engagement  for  the  full  term  of  his  contract;  but,  if  at  any  time 
during  this  probationary  period  his  conduct  or  capacity  be  not  satis- 
factory he  snail  be  notified  by  the  keeper  that  he  will  not  be  retained 
in  the  Service  becauseof  such  unsatisfactory  conduct  or  want  of  capac- 
ity, and  such  notification  shall  discharge  hini  from  the  Service.  In 
such  cases  the  keeper  must  forward  at  once  to  the  general  superintend- 
ent, through  the  district  superintendent,  a  full  statement  of  the  action 
taken  and  the  circumstances  upon  which  it  was  based.  No  portion  of 
the  inactive  season  will  be  included  in  the  six  months'  probation. 

31 .  Whenever  a  keeper  has  made  a  selection  from  a  certification,  he 
shall  immediately  forward  to  the  district  superintendent  a  statement 
(Form  332),  giving  the  name  of  the  person  selected,  whose  place  he 
takes,  and  certifjnng  upon  honor  that  the  selection  was  made  with 
reference  to  fitness  only  and  without  reference  to  jiolitical  or  party 
alHliatiuns.  (See  section  10,  act  of  May  4,  ISS'2,  entitled  "An  act  to 
promote  the  efficiency  of  the  Life-Saving  Service  and  to  encouraj^e  thia 
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saving  of  life  from  shipivreck,")  TJie  district  superintendent  wiU  in 
turn  report  llie  sclcolinu  to  the  Civil  Service  Commission,  through  tlie 
general  superintendent,  on  the  report  of  certiGcate  (Form  327). 


PROMOTIONS  ATJll  TSANSFEBB  Ul  THE  CVSTOUS  8ERVTGE  AT  THE  POSTS  OF 
BOSTON.  CHICAOO,  BALTIMOEB.  PHILADELPHIA.  NEW  OBLEAHB.  BAH  FEAll- 
CIBCO,  FOBTLAND  (OBEQ.).  AND  POST  TOWNBEND. 

(Appr' 

Snecial  resrukiti^ 
in  tiie  CuHtoniri  Se 

I.  Promotions  t 
pivnn  .shall  >»'  inn 
suljon(i'>M.--v^»<l.- 
ofex^ii,       ■■..  : 
eii^ilik  •  ..     :.  .    I. 


he  I 

d&ii-oi  the  p 


a  May  18,  1906,  ro  take  cffecl  Jane  1,  1908.) 

i  lire  in  effect  governing  promotions  and  traiisfera 

cp  at  the  port  of  New  York. 

lo^iitions  for  which  the  BrBl-^rade  examination  ia 

imon  competitive  examination.  EmpKiv«es  tn 
I  'he  closained  service  who  have,  prior  to  the  date 

I  ( \Mi  yeara  or  more  in  a  competitive  position  are 
'Mimiiiation  for  promotion.  Applicationa  miisl 
f  r  irt.  secretaries  at  least    twenty  days  before  the 


,  Kxaiiiinatinn  for  |>ramotion  to  Jiret^ade  positions  shall  be  held 
at  surh  times  and  uptiTi  .such  subjects  as  the  Commission  mav  prescribe 
and  all  employees  receiving  an  average  percentage  of  7S  wilf  be  eligible 
for  promotion. 

li.  It!  e.\ii[iiinalio!i^  lor  promotion  to  first-grade  positions,  effieieney 
shiill  have  it  weighl.  nf  40  per  cent.  It  shall  not  be  considered  in  caaes 
of  ['ompelitors  who  I'nil  lo  attain  an  avera;;e  percentage  of  70  or  more 
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The  following  r^ulations  govern  promotions  in  the  Customs  Service 
at  all  ports  not  mentioned  above : 

The  following  promotions  may  be  made  therein  at  any  time  after 
absolute  appointment: 

(a)  Any  employee,  to  the  next  higher  class  in  the  same  grade,  upon 
any  test  of  fitness  determined  upon  by  the  nominating  officer. 

(6)  Anv  employee,  to  the  lowest  class  in  any  other  grade,  or  to  a 
class  no  "higher  than  the  class  from  which  transferred,  upon  passing 
»  noncompetitive  examination  for  that  grade. 

(c)  Storekeepers  and  assistant  storekeepers  shall  be  classed  as  clerks 
and  vacancies  in  that  class  shall  be  filled  by  assignments  from  the 
grade  of  clerk. 


nrrOBMATIOV  OOSOlUmO  BEntSTATIKBHn. 

Jm.T,  1906. 

Reinstatement  is  not  a  right  given  to  the  applicant,  but  is  merely 
one  of  the  ways  by  which  an  appointing  officer  may  fill  a  vacancy. 

The  initiative  in  reinstatement  rests  with  the  head  of  the  depart- 
ment in  which  the  person  formerly  served,  and  the  authority  of  the 
Commission  is  limited  to  determining  the  eligibility  of  the  person  for 
reinstatement  upon  receipt  of  requisition  for  the  reinstatement  from 
the  head  of  the  department.  Therefore  no  register  of  persons  eligible 
for  reinstatement  is  kept. 

A  person  seeking  reinstatement  should  address  his  request  through 
proper  channels  to  the  head  of  the  department  from  which  he  was 
separated. 

The  Commission  can  not  imdcrtake  to  express  an  opinion  in  regard 
to  the  eli^bility  of  any  person  for  reinstatement,  or  to  state  whether 
an  exammation  will  be  necessary,  until  it  is  in  possession  of  all  tlie 
facts  in  the  case,  presented  through  the  head  of  the  department. 

A  person  who  nas  been  reinstated  is  not  eligible  for  transfer  to 
another  department  or  office  until  ho  has  served  at  least  six  months 
aft«r  reinstatement. 

Civil-service  Rule  IX,  governing  reinstatement: 

Aperaon  eeporated  without  delinquency  ot  misconduct  from  acompetitive  poeitioa, 
or  from  a  pisition  which  he  cnlercil  ny  tranafer  or  promotion  Irom  a  competitive  posi- 
tion, may  be  reinstated  in  the  depnrtmEnt  or  oHirc  in  which  he  formerly  served,  upon 
certification  nf  the  Commiseion,  eubji^t  to  (he  following  limitations: 

(a)  The  separation  must  have  occurred  within  one  year  neitt  preceding  the  date  of 
the  rec|uiaition  of  the  nominating  or  appointing  officer  for  such  certificate;  but  this 
limitation  diall  not  apply  to  a  person  who  servedin  the  civil  war  or  the  war  with  Spain 
and  waa  honorably  (fischai^cd,  or  his  widow,  or  an  army  nurao  of  either  war. 

(6)  No  person  mav  bo  reinatated  In  a  position  requiring  an  examination  different 
from  that  required  lor  the  position  from  which  he  was  separated  without  parsing  an 
appropriate  examination. 

g.  Vml  396, 60-2,  pt  1 13 
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EXAMIHATIOV  AHD  AFPOIHllCEHT  DT  THB  BEGLAXAIIOV  8BEYICB. 

Washington,  D.  C,  September  SB,  1906. 

The  folio  wing  regulations  governing  examinations  and  appoint- 
ments in  the  field  service  oi  the  Reclamation  Service^  have  been 
approved  by  the  Secretary  of  the  Interior  and  Civil  Service  Commis- 
sion and  will  replace  all  previous  circulars  or  regulations  on  this  sub- 
ject. 

CLASSIFICATION. 

All  positions  may  be  considered  imder  one  of  two  headings.^  First, 
those  requiring  an  educational  test;  and,  second,  those  requiring  no 
educational  t^t,  and  known  as  registered  positions.  All  positions 
in  this  service  are  classified  and  subject  to  examination  except  those 
hereafter  mentioned  imder  the  headmg  "Unskilled  labor." 

(1)  Educational  testa. — ^Application  should  be  made  to  the  United 
States  Civil  Service  Commission,  Washington,  D.  C,  directly  for  all 
information  concerning  educational  tests.  A  manual  of  examinations 
is  issued  in  January  and  July  of  each  year  by  the  Commission,  giving 
all  necessary  information  concerning  future  examinations  to  oe  held 
at  stated  tunes  for  various  educational  positions  and  showing  the 
qualifications  of  the  persons  already  eli^ble  from  past  examinations. 
In  addition,  circulars  can  be  had  from  time  to  time  concemins  special 
examinations.  Positions  requiring  education  tests,  if  not  nlled  by 
transfer  or  promotion  or  by  reinstatement,  will  be  nlled  hj  certifica- 
tion from  eligible  registers  of  the  Commission.  Requisitions  by 
engineers  in  charge  for  certification  for  appointment  should  be  sent 
to  the  chief  engineer.  The  principal  positions  requiring  an  educa- 
tional test  are: 

(a)  Engineering  aids. 

(6)  Assistant  engineers. 

(c)  Engineers. 

id)  Draftsmen  and  computers. 

{e)  Bookkeepers,  clerks,  including  stenographers,  copyists  and 
typewriters. 

^  CO  Specialists  or  experts  in  various  lines,  for  which  specifJ  exami- 
nations are  held  from  time  to  time,  such  as  chemists,  electrical  engi- 
neers, law  clerks,  physicians,  etc. 

Certification  may  be  made  from  the  eligibles  of  the  district  in  which 
the  service  is  to  be  rendered. 

(2)  Registered  positions, — Applications  for  registered  positions  are 
to  be  made  to  local  boards  of  examiners  at  each  of  the  pnncipal  head- 
quarters of  the  Reclamation  Service.  Registered  positions  requiring 
no  educational  tests  are  as  follows: 

{a)  Superintendents  of  construction  or  of  grading,  corral  bosses,  etc. 

(Ji)  Inspectors,  including  inspectors  of  earthwork,  masonry,  con- 
crete, etc. 

(i)  Foremen,  including  master  laborers,  master  workmen,  master 
carpenters. 

(j)  Survey  men,  who  may  perform  the  duties  of  transitmen,  level- 
men;  rodmen,  chainmen,  etc. 
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(k)  Recorders  and  receivers  of  material,  including  property  or  store 
clerks,  tool  keepers,  stewards,  storekeepers. 

(J)  All  employees  performing  special  duties,  as  cement  testers, 
CQncrete  finishers,  cranesmen,  dam  and  head^ate  tenders,  deputy 
inspectors,  dredge  en^eers,  ditch  riders,  electrical  assistants,  engine 
men,  gatfe  tenders,  helpers,  janitors,  line  riders,  powder  men,  riggers, 
skilled  laborers,  stewards,  trackmen,  truckmen,  watchmen,  etc. 

UNSKILLED  LABOR. 

All  unskilled  laborers  are  considered  to  be  in  the  unclassified  service, 
their  status  being  fixed  by  the  fact  that  they  are  merely  employed  as 
laborers  or  workmen,  and  their  occupation  is  of  the  most  temporary 
character.  With  these  are  grouped  the  following:  Apprentices  in 
mechanical  trades,  axmen,  bakers,  cooks,  cook's  helpers,  boatmen, 
derrickmen,  drillmen,  drivers,  hostlers,  teamsters,  waiters. 

Boards  of  examiners, — ^A  board  of  examiners  shall  be  established  at 
the  principal  office  of  each  reclamation  project  for  the  purpose  of 
facilitating  examination  and  appointment  for  noneducational  posi- 
tions and  shall  be  composed  of  a  secretary,  vice-secretary,  and  one  or 
more  additional  members,  selected  by  the  Commission  from  names 
submitted  by  the  chief  engineer. 

Duties  ofooards. — The  outies  of  boards  of  examiners  shall  be  as  fol- 
lows: 

(a)  To  furnish  the  Commission,  through  the  chief  engineer,  with 
information  regarding  the  needs  of  the  Reclamation  Service,  the  con- 
ditions of  employment,  and  the  qualifications  desired  of  applicants. 

(6)  To  give  out  application  blanks  and  circulars  of  information  to 
applicants. 

(c)  To  receive  applications  for  positions  in  which  no  educational 
examination  is  required. 

id)  To  grade  the  papers. 

(e)  To  establish  registers  of  eligibles. 

(f)  To  do  such  other  work  as  the  Commission  may  direct. 

Applicants  for  positions  requiring  a  noneducational  test. — Applica- 
tions for  positions  requiring  a  noneducational  test  filed  with  this 
board  of  examiners  shall  be  rated  upon  the  statements  made  in  the 
formal  appUcation  upon  the  elements  of  age,  physical  condition,  and 
experience  in  accordance  with  the  following  regulations  for  rating: 

Elements:  Weights. 

Ajze 20 

-Physical  condition 20 

Experience 60 

Total 100 

Method  of  rating  examination  papers. — Applicants  shall  be  rated  on 
the  statements  and  testimonials  in  their  applications  on  the  elements 
of  age,  physical  condition,  and  experience. 

Age  snail  be  rated  as  follows: 

Over  25  years  and  not  exceeding  45  vears,  100;  for  each  year  less 
than  25  or  more  than  45,  two  shall  be  deducted  from  100. 
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Physical  conditions  shall  be  rated  as  follows: 

Where  there  are  no  apparent  physical  defects  or  disqualifications 
for  the  practice  of  the  trade  or  occupation  for  which  tne  person  is 
examincKl;  a  maximum  rating  of  100  snail  be  given.  Deduction  shall 
be  made  from  100  in  the  discretion  of  the  examiner  for  physical 
defects  or  disqualifications  according  to  their  gravity. 

Experience  shall  be  rated  as  follows: 

A  weight  of  50  will  be  ^ven  for  length  of  experience  and  a  weight  of 
50  for  character  of  expenence. 

For  positions  requiring  apprenticeship  a  rating  of  30  shall  be  given 
to  a  workman  who  has  acquu*ed  the  status  of  journeyman;  for  each 
of  the  following  four  years  a  credit  of  5  shall  be  given. 

For  positions  that  do  not  re<juire  apprenticeship  a  credit  of  20  shall 
be  given  for  one  year's  experience  and  an  additional  credit  of  5  for 
each  of  the  followmg  six  years. 

The  element  of  character  of  experience  will  be  rated  upon  the  state- 
ments made  by  the  applicant  in  his  application  as  corroborated  by  his 
vouchers  and  references.  Consideration  will  be  given  to  the  quality 
and  character  of  the  experience  shown,  as  well  as  to  the  honesty, 
industry,  sobriety,  and  intelligence  of  the  applicant,  which  are  to  be 
determined  by  the  statements  of  vouchers,  who  should  be,  as  far  as 
possible,  employers  of  the  applicant.  Special  consideration  shall  be 
given  to  experience  which  is  continuous  and  recent. 

Where  special  experience  is  required  for  the  performance  of  the 
duties  of  a  position  which  is  not  sufficiently  indicated  in  the  applica- 
tion, local  boards  shall  require  the  appficant  to  file  such  additional 
written  evidence  as  may  be  necessary. 

The  ratings,  their  products,  and  the  average  percentage  shall  be 
entered  in  the  proper  olanks  on  the  application  form,  and  each  mark 
shall  be  initialed  Iby  the  examiner  or  examiners  responsible  for  the 
rating. 

As  the  local  boards  are  responsible  for  the  preparation  of  eligible 
registers,  it  is  their  duty  to  investigate  fully  all  appUcants,  in  order 
that  no  inefficient  or  improper  persons  may  be  mad!e  eUgible  for  cer- 
tification. All  applicants  oefore  being  declared  eligible  shall  be 
required  to  appear  before  a  member  of  tne  board  for  personal  exami- 
nation if  in  the  opinion  of  the  board  this  is  deemed  necessary. 

Review  by  Commission. — All  examination  papers  are  siibject  to 
review  by  the  Commission  when  such  review  is  req^uested.  It  is 
necessary,  therefore,  that  all  the  facts  upon  which  markmg  is  based  by 
the  local  civil-service  board  should  be  made  a  matter  of  record.  If  the 
ratine;  is  affected  by  personal  examination  of  verbal  evidence,  the  facts 
should  be  made  of  record;  if  the  rating  is  affected  by  documentary  evi- 
dence, such  documents  should  be  attached  to  the  examination  papers. 

Responsibility  of  board. — Each  local  board  is  responsible  tor  the 
lists  prepared  by  the  board,  and  it  is  the  duty  of  the  members  to  fully 
investigate  all  applications,  in  order  that  no  inefficient  or  improper 
applicants  be  made  eligible  for  appointment.  Certificates  and 
indorsements  of  unknown  persons  should  not  be  accepted  as  com- 
plete evidence  of  capacity  or  worthiness.  AppUcations  will  be 
received,  personal  examinations  made,  and  rating  prepared  by  any 
member  of  the  board ,  the  application  being  forwarded  to  the  board  at 
headquarters  for  further  consideration  and  final  action. 
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Registers  of  eligibles. — Separate  registers  for  the  various  positions 
shall  be  estaolished,  the  names  of  the  eligibles  being  entered  upon  the 
registers  in  the  order  of  general  average,  except  preference  claimants 
under  section  1754  of  the  Revised  Statutes,  whose  names  shall  head 
the  roisters. 

Registering  new  names, — On  the  10th  dav  of  each  month  and,  if 
necessary,  again  on  the  25th  the  board  shall  prepare  new  registers  of 
eligibles,  the  names  being  entered  in  the  order  of  tne  averages  attained. 
New  names  shall  not  be  entered  upon  any  of  the  registers  on  any  other 
day  unless  the  particular  register  is  exhausted,  m  which  case  that 
re^ster  shall  be  replenish^  and  copies  of  additional  names  furnished. 
Each  register  should  be  complete  in  itself  and  should  contain  the  name 
of  each  person  eligible  for  appointment  in  the  district  to  which  it 
relates  on  the  date  of  issue.  The  term  of  eligibility  is  one  year. 
Eligibles  whose  terms  have  expired  and  those  who  nave  been  ap- 
pointed should  not  appear  as  eligible.  Three  copies  of  the  registers 
shall  be  prepared.  One  copy  shall  be  transmitted  by  the  local  boards 
to  the  chief  engineer  ana  one  copy  to  the  Commission  monthly. 
Each  register  shall  contain  all  the  eligibles  and  shall  show  in  each  case 
the  reason  for  the  removal  of  any  names  during  the  month,  whether 
by  appointment,  declination,  by  reason  of  tliree  certifications,  or  by 
expiration  of  period  of  eligibility. 

Preference  for  appointment,  section  175 4j  R.  S. — This  section  gives 
preference  to  persons  honorably  discharged  from  the  military  or  naval 
service  by  reason  of  disability  resulting  from  wounds  or  sickness 
incurred  m  the  line  of  duty,  provided  they  are  found  to  possess  the 
business  capacity  necessary  for  the  proper  discharge  of  the  duties  of 
such  offices.  It  is  improbable  that  many  such  cases  will  occur,  and 
the  Commission  will  decide  all  such  claims  and  inform  the  local  boards 
of  its  decisions. 

When  an  applicant  states  that  he  was  discharged  from  the  miUtary 
or  naval  service  on  account  of  disability  incurred  in  line  of  duty,  the 
local  board  should  report  to  the  Commission  the  name,  regiment,  and 
company  or  vessel,  and  dates  of  enlistment  and  discharge. 

EuigibUiiy  for  appointment  in  other  districts. — ^An  eli^ble  in  any  dis- 
trict may  have  his  name  entered  upon  the  proper  register  of  another 
district  for  a  period  not  to  exceed  one  year  irom  the  date  of  his  report 
of  eligibility  to  the  secretary  of  the  local  board  with  a  written  request 
for  such  action. 

Appoinim-ents. — ^Upon  the  occurrence  of  a  vacancy  in  a  registered 
position  a  selection  from  the  register  of  the  local  board  will  be  made  by 
the  responsible  engineer  in  charge.  In  making  selections  from  the 
register  prepared  by  the  local  civil-service  boards  due  regard  will  be 
given  to  the  particular  qualifications  required  to  fill  properly  the 
vacant  position,  and  one  of  the  highest  three  possessing  such  qualili- 
cations  must  be  selected.  An  eligible  whose  name  has  been  three 
times  considered  may  be  dropped  from  the  register,  but  it  is  necessary 
in  order  to  drop  a  name  that  it  shall  have  been  considered  in  connec- 
tion with  three  different  vacancies.  Notice  of  selection  should  be 
forwarded  at  once  to  the  chief  engineer,  and  should  specify  the  terms 
of  employment,  the  amount  to  be  paid,  deductions  to  oe  made,  if  any, 
for  subsistence,  hospital  dues,  and  other  items.  If  the  compensation 
includes  subsistence  in  addition  to  cash  payments,  this  matter  must 
be  fully  covered. 


RULES   AND   BEl"lUr^\T!ONS,  DEPABTMKKT   OF   INTERIOB. 

■Ill  biianls  of  pxniiiiriej-s  will  be  con^titiitod  by  the  Commission  at 

;il"wi..i,'l Its: 

'Z"iui. — I  iinciiix,  for  Salt  River  projuct. 
'iJ<irni'i-An:''iiin.~-\'\nn&,  for  Yuma  project. 
'//iirnjVi-O/rr/'jTi.— Kltiiiiiith  Falls,  for  Klamath  proj'oct. 
'••niflo.- — Miiiilrosp,  for  riicompahgre  project. 
hn. — Bdise,  fur  Miiiiiloka  and  Payette-Boiae  projpcta, 
iiK'iK. — (liirth'ii  Cilv,  fur  Garden  City  project. 
'iifiiiia. — liiiiilli'v,  fur  Id wer  Yellowstone  projpct,  Sun  Rivwppoj- 
limllcv  piMJfi'l,  St.  Mary  project,  Williston  (N.  D&k.)  project. 
hras-k<i.-  MJiflirll,  for  tlie  Interstate  (.Vnal. 
rmhi. — lla/eii,  iiiflurlint;  Truckee*CBraon  projwi. 
«'  Mexico. — Inrifiltaii,  for  Carlsbad  and  ilondo  projects,  Okla- 
[iroji'i't.  ami  Ricj  (ininde  project. 

(/"/i.-PurtliiTKl,  fur  Umatilla  project,  Ore^n;  Yakima  project, 
iilifjton,  ami  OUanni;an  ]iroject,  Wa.ihinpton. 
ith  l)ul-otii-—Tii-\\<'  Fouiche,  tor  the  Belle  Fourohe  projeot. 
ill. — Salt  Laki'  City,  fnr  Strawberry  Valley  projwl. 
loiinng. — (.'udy,  for  Slioslione  project. 

PIIOMUTION    AND    OTHER    CHAVOES   IN   8TATITB, 

Any  clns.-iilii'il  eitijiluyi'e,  after  one  year's  satisfactoiy  SATvica, 
lii'i'iiiin'  rli^ilild  f(ir  any  position  for  wuich  an  educational  exami- 
II  is  tici'i'>sai-y,  ]iroviiIril  liesecurefl  the  requisite  percentage  in  the 
iprialr  cNaiiiiiialinii  lii'lil  under  the  direction  of  the  Commission. 

i\  7nitii'iliii'a1innal  rt)i[iloyee  .servinj;  in  any  cnpnL'ity  may  be  tern- 
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employment,  if  necessary,  until  action  is  taken  on  the  request  or  until 
special  instructions  are  received. 

Temporary  appointment  may  be  made  to  fill  a  vacancy  in  a  regis- 
tered position  when  there  is  no  renter  of  eligibles  and  may  continue 
until  a  roister  of  eligibles  is  established;  but  such  temporary  appoint- 
ment shafi  not  continue  longer  than  thirty  days.  Persons  temporarily 
employed  in  such  registered  positions  may  become  eligigble  for  regular 
appointment  by  bem^  entered  upon  the  register.  Such  temporary 
appointments  should  be  avoided  and  should  continue  for  as  snort  a 
time  as  conditions  permit.  The  temporary  employee  should  be 
instructed  to  present  nimself  as  soon  as  possible  before  the  local  board 
with  a  view  to  examination,  registration,  and  becoming  eligible  for 
r^ular  employment. 

FORMS  TO   BE  USED. 

For  the  present,  or  until  further  instructions  are  given,  Form  9-563 
and  Form  9-569  are  to  be  used.  These  are  modeled  upon  the  civil- 
service  Form  1086,  Application  for  Noncducational  Position  in  the 
United  States  Engineer  Department  at  large.  Experience  has 
shown  that  better  results  can  be  had  than  at  present  by  using  a  form 
simpler  than  1086,  as  it  is'  very  difficult  to  get  good  men  already 
employed  to  fiill  out  any  but  the  most  simple  statements. 

Each  applicant  should  fill  out  Form  9-563.  It  is  to  be  noted  in 
this  connection  that  instructions  on  the  back  of  this  form  are  super- 
seded by  the  present  letter.  Wlien  this  form  has  been  completed. 
Form  9-569  or  similar  letter  should  be  addressed  to  each  of  the  per- 
sons whose  names  are  given  as  reference  and  the  replies  when  received 
should  be  attached  to  9-563,  and  form  part  of  the  appUcation. 

REPORT   OP  CHANGES. 

The  local  boards  of  examiners  shall  forward,  on  the  first  of  each 
month  or  as  soon  thereafter  as  practicable,  to  the  Commission, 
through  the  Chief  Engineer,  reports  of  all  the  changes  that  have  taken 

Elace  m  the  service  during  the  preceding  month.    These  reports  shall 
e  made  on  forms  which  will  be  provided  for  the  purpose,  and  in 
accordance  with  the  instructions  thereon. 
Approved  October  18,  1906. 

E.  A.  Hitchcock, 
Secretary  of  the  Interior. 
Approved. 
tfoHN  C.  Black, 
Presidentf  U.  8.  CivU  Service  Commission. 


nnrosMATiov  oohcesniho  bemovals. 

October,  1906. 

The  dvil-service  act  and  rules  contain  the  following  provisions 
bearing  upon  removal  from  the  service: 

Section  2  of  the  act,  clause  2,  paragraph  5,  declares: 

Fifth.  That  no  penon  in  the  public  service  is  for  that  reason  under  any  obligation 
to  contribute  to  any  political  fund,  or  to  render  any  political  service,  and  that  he  will 
not  be  removed  or  otnerwise  prejudiced  for  refusinjg  to  do  bo. 


20G       BULES  AND  BEOUIATIONS^  DEPARTMENT  OF  INTERIOR. 

V  ale  XII,  goYeming  remoyals,  now  in  force  as  amended  on  Novem- 
ber 17,  1905,  reads  as  follows: 

1.  In  making  removskls  or  reductions,  and  in  other  punishment,  penalties  like  in 
character  shall  be  imposed  for  like  offenses. 

2.  No  person  shall  be  removed  from  a  competitive  position  except  for  such  cause  as 
will  promote  the  efficiency  of  the  service.  When  the  President  or  head  of  an  Execu- 
tive Department  is  satisfied  that  an  officer  or  employee  in  the  classified  service  is 
inefficient  or  incapable  and  that  the  public  service  will  be  materially  improved  by  his 
removal,  such  removal  may  be  made  without  notice  to  such  officer  or  employee,  but 
the  cause  of  removal  shall  be  stated  in  writing  and  filed.  When  miscondiict  is  com- 
mitted in  the  view  and  presence  of  the  President  or  head  of  an  Executive  Department, 
removal  may  be  made  summarily,  and  no  statement  of  reasons  need  be  filea. 

3.  Where  a  recommendation  for  removal  or  reduction  in  grade  or  compensation  of  an 
officer  or  employee  is  made  to  the  head  of  an  Executive  Department  by  a  bureau  chief 
or  other  subordinate  officer,  the  said  head  of  Department  may,  in  his  discretion,  require 
that  the  person  sought  to  be  removed  be  furnished  with  a  statement  in  writing  ol  the 
reasons  for  such  action,  and  be  allowed  a  reasonable  time  for  personally  answering  the 
same. 

4.  The  Civil  Service  Commission  shall  have  no  jurisdiction  to  investigate  any 
removal  unless  it  is  alleged  that  the  procedure  required  by  section  2  of  Rule  XII  has 
not  been  followed,  or  thAt  the  removal  was  made  for  political  or  religious  reasons. 

In  section  2  of  Rule  I  the  following  statement  is  made: 

*  *  *  No  discrimination  shall  be  exercised,  threatened,  or  promised  by  any  person 
in  the  executive  civil  service  against  or  in  favor  of  an  applicant,  eligible,  or  employee 
in  the  classified  service  because  of  his  political  or  religious  opinions  or  affiliations. 

It  will  thus  be  seen  that  the  act  and  rules  recognize  that  the  power 
of  removal  and  its  exercise  for  just  reasons  are  essential  both  to  the 
discipline  and  the  efficiency  of  the  public  service.  They  forbid 
removal  for  refusal  to  perform  a  poHtical  service  or  to  pay  a  political 
assessment;  but  with  these  exceptions  the  power  of  removal  is  abso- 
lutely in  the  discretion  of  the  head  of  the  Department.  No  notice  is 
required  as  a  condition  precedent  to  its  exercise,  but  the  cause  must 
be  stated  in  writing  ana  filed.  Even  this  proceeding  is  unnecessary 
where  misconduct  is  committed  witliin  the  view  of  the  President  or 
head  of  an  Executive  Department.  The  head  of  the  Department  may, 
in  his  discretion,  furnish  the  person  to  be  removed  a  written  statement 
of  the  reasons  for  his  removal,  and  allow  him  a  reasonable  time  to 
make  answer. 

The  rule  is  intended  to  prevent  removals  upon  secret  charges  and 
for  political  or  religious  reasons.  It  does  not  create  any  legal  interests 
in  public  positions  and  can  not  be  invoked  before  the  courts,  because 
it  has  force  merely  as  an  administrative  order  of  the  Executive.  It 
is  an  autlioritative  expression  by  the  President  of  his  desire  and  a 
command  to  liis  subordinates  with  respect  to  the  removal  from  office 
of  those  coming  within  the  scope  of  the  rules.  The  President  has  the 
constitutional  authority  to  regulate  for  himself  the  manner  of  appoint- 
ment and  removal.  He  may  direct  his  subordinates  to  exercise  under 
him,  in  certain  cases,  the  power  of  appointment  and  removal,  and  may 
regulate  the  manner  in  which  they  may  act  for  him;  but  this  is  an 
adininistrative  order,  not  done  in  compliance  vnth  any  law,  but 
simply  an  instruction  to  those  who  hold  positions  by  virtue  of  his 
appointment,  as  to  the  manner  in  which  they  shall  discharge  their 
duties  in  respect  to  the  removal  of  their  subordinates. 

The  complaint  that  unfit  men  are  *' protected  by  the  rules"  is  not 
true.  On  the  contrary,  the  power  of  removal  for  unfitness  rests 
wholly  with  the  appointing  officer.  He  is  the  sole  judge  of  the  quali- 
fications of  his  subordinates,  and  the  question  whether  such  cause 
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exists  as  requires  a  removal  for  the  efficiency  of  the  service  is  for  him 
to  determine.  The  Commission  has  no  power  to  review  his  fmdings 
in  this  respect  save  to  see  that  the  procedure  required  by  the  rule  is 
carried  out,  that  removals  are  not  made  for  poUtical  or  relirious  rea- 
sons, and  that  like  penalties  are  imposed  for  like  offenses.  The  state- 
ment of  a  mere  conclusion  that  the  rule  has  been  violated  is  not  a 
sufficient  ground  for  the  Commission's  intervention.  It  must  be 
supported  oy  evidence  to  that  eflFect  either  in  the  form  of  sworn  state- 
ments or  the  showing  of  extrinsic  facts. 

The  civil-service  act  did  not,  of  course,  intend  that  there  should  be 
a  life  tenure  or  that  persons  who  become  inefficient  should  be  retained. 
Some  of  the  reasons  wliich  shall  be  good  cause  for  removal  are  enum- 
erated in  the  civil-service  rules,  as  follows:  Physical  or  mental  unfit- 
ness for  the  position  which  the  employee  or  officer  holds;  criminal, 
infamous,  dishonest,  immoral  or  notoriously  disgraceful  conduct; 
intentionally  making  a  false  statement  as  to  any  material  fact,  or 
practicing  any  deception  or  fraud  in  securing  examination,  registra- 
tion, or  certification,  or  appointment;  refusal  to  fumisli  proper  testi- 
mony before  the  examiners  of  the  Commission;  the  liabitual  use  of 
intoxicating  beverages  to  excess;  and  (upon  second  offense)  consent- 
ing to  a  recommendation  for  his  promotion  from  a  person  other  than 
the  one  under  whose  supervision  the  employee  has  served. 

DEPARTMENTAL  REGULATIONS. 

In  order  to  carry  out  the  provisions  of  the  rule  the  heads  of  Depart- 
ments regulate  the  details  for  the  procedure  in  making  removals. 
When  reasons  appear  which  are  deemed  sufficient  cause  for  removal 
from  the  service  and  the  head  of  the  Department  decides  to  allow 
opportunity  for  defense,  which  is  usually  done,  the  reasons,  in  writing, 
as  formulated  by  the  supervising  officer,  are  furnished  to  the  person 
whose  removal  is  sought,  who  is  allowed  three  days  in  which  to  make 
answer  in  writing,  unless  he  is  a  clerk  in  the  Post-Office  Service,  in 
which  case  he  is  allowed  ten  days  in  which  to  make  answer.  The 
reasons  and  the  answer  are  then  sent  to  the  head  of  the  Department 
with  such  recommendation  for  action  as  the  supervising  officer  may 
desire  to  make.  Where  it  is  necessary  to  mail  the  notice  of  reasons, 
the  person  whose  removal  is  proposed  is  given  the  prescribed  number 
of  days  from  their  receipt  in  which  to  make  answer,  and  his  answer 
should  be  mailed  on  or  before  the  expiration  of  the  period.  Whether 
this  procedure  shall  be  adopted  is  within  the  discretion  of  the  head  of 
the  Department;  otherwise  removal  may  be  made  summarily  and 
without  notice,  subject  to  the  requirement  that  a  written  statement 
of  the  causes  therefor  shall  be  filed. 

Supervising  officers,  in  making  recommendations  for  the  removal  of 
any  employee,  are  required  by  the  Department  to  state  specifically 
and  in  detail  the  reasons  therefor,  in  order  that  such  reasons  may  be 
made  a  part  of  the  records  of  the  Department,  as  required  by  the  rule. 

The  accused  may  be  suspended  from  duty  pending  a  decision  in  his 
case,  such  suspension  to  be  immediately  reported  to  the  head  of  the 
Department  for  his  approval.  When  final  decision  in  a  case  has  ren- 
dered the  suspension  absolute,  it  becomes  a  removal  and  effective  as 
such  from  the  date  of  susoension. 
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APPonmcBVT  Aim  pbomotioh  of  emflotbss  nr  the  obdeavce  dxpabt- 

MEET  AT  LABOE,  V.  8.  ABMT. 

Offioe  of  the  Chief  of  Ordnance, 

United  States  Armt, 
Washington^  D.  C,  December  1,  1906. 

The  followiii^  instructions  and  information  relating  to  the  applica- 
tion of  the  civil-service  rules  and  regulations  to  the  Ordnance  Depart- 
ment at  large,  United  States  Army,  having  been  approved  by  tiie 
United  States  CivD  Service  Commission  and  the  honorable  the  Secre- 
tary of  War,  are  published  for  the  ^idance  of  aU  concerned  and  will 
replace  aU  previous  Civil  Service  circulars  of  the  Ordnance  Depart- 
ment, all  circular  letters  issued  from  the  Office  of  the  ChicKf  of  Ord- 
nance, and  all  instructions  issued  by  the  Civil  Service  Commission 
inconsistent  with  the  instructions  herein  contained: 

I.  classification. 

The  classification  of  the  Civil  Service,  based  upon  section  163, 
Revised  Statutes,  was  adopted  by  each  head  of  a  Department  and 
Government  estaDlishment  on  direction  of  the  President  on  June  9. 
1896.  It  arranges  officers  and  employees,  other  than  mere  laborers 
and  persons  whose  appointments  are  confirmed  by  the  Senate,  in 
classes  according  to  annual  salary  or  compensation,  as  follows: 

Class  A,  less  man  $720. 

Class  B,  $720  or  more  and  less  than  $840. 

Class  C,  $840  or  more  and  less  than  $900. 

Class  D,  $900  or  more  and  less  than  $1,000. 

Class  E,  $1,000  or  more  and  less  than  $1,200. 

Class  1,  $1,200  or  more  and  less  than  $1,400. 

Class  2,  $1,400  or  more  and  less  than  $1,600. 

Class  3,  $1,600  or  more  and  less  than  $1,800. 

Class  4,  $1,800  or  more  and  less  tlian  $2,000. 

Class  5,  $2,000  or  more  and  less  than  $2,500. 

Class  6,  $2,500  or  more. 

The  classification  further  provides  that  no  person  appointed  as  a 
laborer  without  examination  under  the  rules  shall  be  assigned  to  work 
of  the  same  grade  as  that  performed  by  classified  employees,  and  no 
person  shall  De  admitted  into  any  place  not  excepted  from  examina- 
tion by  the  rules  imtil  he  shall  have  passed  an  appropriate  examina- 
tion before  the  Commission  and  his  eligibility  has  been  certified  to  the 
appointing  officer  by  the  Commission. 

n.    SCHEDULES. 

Schedule  A, — ^Technical  positions:  Chemist;  chemist,  assistant; 
draftsman,  skilled;  draftsman,  mechanical;  draftsman,  assistant; 
draftsman,  apprentice;  engineer,  constructing;  engineer,  testing  ma- 
chine; photographer. 

Schedule  5.— Clerical  positions:  Clerk  (qualifications) — ^telegraph 
operator,  typewriter,  stenographer,  translator,  timekeeper. 

Schedule  &.— Special  positions:  Master  carpenter,  master  harness 
maker,  master  machinist,  master  mechanic,  master  painter,  master 
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plumber,  suporintendent  of  bridges,  magazine  keei)er,  storehouse 
Keeper;  storehouse  keeper,  assistant;  steamboat  captain. 

Schedule  D. — Foremen,  inspectors,  etc. :  Foreman — armament,  an- 
nealer,  melter^  packer,  tinsmith — ^assistant  to  inspector  of  ordnance, 
inspector — chiei,  assistant,  of  barrels,  fomngs,  small  parts — assistant 
foreman — ^box  maker,  cartridge  maker,  mse  maker,  melter,  packing- 
box  maker,  packer  and  shipper,  shrapnel  maker — assistant  in  experi- 
mental firing. 

Schedvle  K — ^Mechanics:  Annealer,  assembler,  barrel  driller,  barrel 
heater,  barrel  reamer,  barrel  rifler^  barrel  roller,  barrel  straightener, 
barrel  turner,  blacksmith,  bluer,  boiler  maker,  box  maker  and  sawyer, 
brass  molder,  brazier,  bricklayer,  browner,  burnisher,  carpenter,  case- 
hardener,  core  maker,  corrector  of  components,  craneman,  cutter,  die- 
sinker,  drop  forger,  dynamo  tender,  electrician,  engineer;  engineer, 
marine;  engineer,  locomotive;  farrier,  file  cutter,  filer,  fireman,  gauge 
maker,  grinder,  hair  spinner,  hammersman,  harness  maker,  instrument 
maker,  jeweler,  lathe  operator,  lineman,  machinist;  machmist,  resi- 
dent: maclunist,  armament;  mason,  mechanic,  melter,  muler,  mill- 
wright, molder,  packer,  pad  maker,  painter,  pattern  maker,  pipe  fitter, 
plater,  plumber,  polisher,  printer,  profiler,  punch-press  operator,  rig- 
ger, sad!(dler.  screw  maker;  screw  maker,  hand;  screw  maker,  automatic; 
sewing-macnine  operator,  shaver,  slater,  stocker,  stonecutter,  tapper, 
temperer,  tinsmitn,  tool  grinder,  tool  maker,  tool  keepe^  tool  smith, 
weigher,  wheel  tender,  wireman;  wood  worker,  machilfe. 

Schedule  F, — ^Assistant  mechanics  and  skilled  laborecs:  Assistant 
engineer,  assistant  machinist,  assistant  millwright,  assistant  molder, 
chipper,  skilled  laborer,  skilled  laborer  handling  high  explosives, 
skiHed  office  laborer,  laboratory  assistant,  steam-hammer  driver. 

Schedule  G. — Messengers,  watchmen,  etc.:  Draw  operator,  draw 
tender,  guard,  janitor,  messenger,  watchman,  deck  hand.  Helpers- 
blacksmiths,  brass  workers,  carpenters,  crane  track,  electricians,  fur- 
nace, machinists,  molders,  polishers,  printers,  sewing-machine  oper- 
ators, steam  fitters. — Machme  attenaant,  oiler,  oil-fumace  tender, 
shop  tender,  switchman,  vitrioler,  charwoman,  laborer,  stableman, 
sweeper,  teamster. 

in.   NUMBEBS   IN   EACH   CLASS   AND   SCHEDULE. 

1.  At  each  armory,  arsenal,  or  other  ordnance  estabUshment  the 
number  of  persons  in  each  class  and  in  each  schedule  shall  be  fixed  by 
the  comm:  nding  officer,  with  the  approval  of  the  Chief  of  Ordnance. 

2.  Positions  mcluded  imder  the  term  "  piecework  *'  will  be  dis- 
tributed, f  s  far  as  possible,  imder  such  scheduler  as  the  commanding 
officer  may  detemune  and  a  per  diem  rate  given  piecework  employees 
in  order  to  fix  their  pay  for  hoUdays  and  annual  leave. 

IV.    INCREASE   AND   REDUCTION   OF   FORCE. 

1.  When  increase  or  decrease  of  work  at  an  ordnance  establish- 
ment requires,  in  the  judgment  of  the  commanding  officer,  a  change 
in  the  number  of  employees  in  any  class,  in  Schediiles  C,  D,  E,  F,  6, 
or  H,  he  is  authorized  to  make  such  change  and  report  his  action  on 
the  first  of  each  month  to  the  Chief  of  Ordnance  for  his  approval. 
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stating  fully  the  reasons  which  render  the  change  necessary.     Pro- 
posed changes  in  Schedules  A  and  B  must  be  reported  for  the  approval 
of  the  Chief  of  Ordnance  before  being  made. 
Note. — In  reporting  the  changes  the  following  form  will  be  used: 

Total. 
66 

66 

V.    EXAMINATION  AND   REGISTRATION. 

1.  Probational  appointments  to  positions  in  Schedules  A  and  B 
shall  be  made  as  a  result  of  educational  examination.  AppUcations 
therefor  should  be  filed  by  the  appUcants  with  the  Civu  Service 
Commission  at  Washington,  D.  C,  by  whom  the  examinations  will 
be  held,  ratings  made,  and  certifications  issued. 

2.  Probational  appointments  to  positions  under  Schedules  C,  D, 
E,  F,  and  G  shall  Tbe  made  as  a  result  of  registration  examination. 
Applications  therefor  shall  be  filed  by  the  applicants  with  the  local 
board  of  examiners  at  the  ordnance  establishment  where  employment 
is  desired. 

3.  Probational  appointments  to  positions  in  Schedule  H  will  be 
filled  from  registers  prepared  by  the  local  board  of  examiners  at  the 
ordnance  establishment  and  approved  by  the  commanding  officer,  or 
in  event  that  the  registers  established  by  the  local  board  for  positions 
in  Schedule  H  are  not  sufficient  to  meet  the  needs  of  the  service,  the 
registers  established  under  the  general  regulations  of  Executive  order 
of  December  12,  1904,  will  be  available  and  can  be  obtained!  upon 
request  made  to  the  secretary  of  the  civil  service  district  boara  in 
which  the  ordnance  establishment  is  located. 

VI.    BOARDS. 

1.  The  control  and  direction  of  the  local  civil-service  boards  and 
such  details  connected  with  the  application  of  the  civil-service  law 
and  regulations  to  the  Ordnance  Department  at  large  as  do  not 
require  the  action  of  the  Chief  of  Ordnance  or  the  Secretary  of  War 
are  placed  in  the  hands  of  the  central  civil-service  board  in  the  Office 
of  the  Chief  of  Ordnance,  which  board  is  a  part  of  the  civil-service 
organization,  communicating  directly  with  the  Civil  Service  Com- 
mission. Reauests  for  certification  of  eUgibles  for  the  filling  of  vacan- 
cies in  Schedules  A  and  B,  reports  of  changes  in  the  service,  and  such 
matters  should  be  addressed  to  the  Chief  of  Ordnance;  but  all  com- 
munications from  or  relating  to  local  boards,  or  the  selection  and 
appointment  of  persons  to  positions  in  Schedules  C^  D,  E,  F,  G,  and 
H,  or  requests  for  o;eneral  information  regarding  civil-service  matters, 
either  from  the  officer  in  charge  or  local  boards,  should  be  addressed 
to  the  central  civil-service  board. 

2.  The  central  board  in  the  Office  of  the  Chief  of  Ordnance  shall 
consist  of — 

( 1)  The  officer  in  charge  of  the  civil-service  division. 

(2)  The  officer  designated  to  prepare  technical  questions  for 

examinations. 

(3)  An  employee  to  be  selected  by  the  Chief  of  Ordnance. 
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3.  At  each  ordnance  establishment  an  officer  and  two  of  the  classi- 
fied employees  shaU  be  designated  by  the  Commission  from  names 
submitted  oy  the  Secretary  of  War,  upon  recommendation  of  the 
Chief  of  Ordnance,  to  act  as  a  board  of  examiners,  of  which  number 
one  shall  be  secretary  and  one  vice-secretary.  These  boards,  through 
the  central  board  in  the  Office' of  the  Chief  of  Ordnance,  shall  fximish 
the  Commission  with  information  in  reference  to  the  needs  of  the 
service,  give  out  application  blanks  and  information  to  applicants, 
receive  appUcations  for  mechanical  trades  and  positions  in  Schedule 
H,  rate  tne  papers  of  such  appUcants,  establish  registers  of  eUgibles 
therefrom,  and  perform  such  other  duties  as  the  Commission,  through 
the  central  board,  may  direct. 

Note. — See  section  1  of  Civil  Service  Rule  IV.  In  addition  to  the  pamphlet  con- 
taining the  civil-service  act,  rules,  and  Executive  orders,  boards  should  be  supplied 
with  circulars  of  information  issued  by  the  Commission  on  the  following  suDjects: 
Political  activity  and  assessments  (Form  1236);  Veteran  preference  (Form  1481);  and 
transfers  (Form  305). 

Vn.   RATINGS   AND   ELIGIBILITY. 

1.  The  local  board  of  examiners  at  each  ordnance  establishment 
shall  OTade  the  applicant  for  positions  in  Schedules  C,  D,  E,  F,  G, 
and  H  as  follows: 

Age, — Relative  weight,  2. 

Over  25  and  not  exceeding  45  years,  100;  for  each  year  or  fraction 
of  a  year  less  than  25  and  more  than  45,  a  deduction  of  2  shall  be 
made  from  100. 

Physical  condition, — Relative  weight,  2. 

Where  nothing  in  the  way  of  defect  or  disqualification  for  the 
practice  of  the  trade  or  occupation  for  which  the  applicant  is  exam- 
med  is  shown,  a  mark  of  100  per  cent  shall  be  ^ven,  and  propor- 
tionate deduction  shall  be  maae  as  defects  or  disqualifications  are 
shown,  according  to  the  nature  of  such  defects. 

Intelligence  aim  experience, — Relative  weight,  6. 

(a)  A  workman  who  has  acquired  the  status  of  a  journeyman 
should  be  given  a  mark  of  70  per  cent;  for  the  next  two  years  of  ex- 
perience a  credit  of  10  per  cent  for  each  year  should  be  given,  and  a 
credit  of  2  per  cent  for  each  of  the  next  five  years  of  experience  as  a 
journeyman  should  be  given.  It  will  be  seen  that  seven  years  of 
experience  as  a  journeyman  should  be  credited  with  the  maximum 
mark  of  100  per  cent.  However,  in  order  to  secure  the  above  credits 
imder  this  subject,  the  competitor  should  show  a  degree  of  intelli- 
gence in  connection  with  his  trade  or  occupation  equal  to  that  which 
a  first-class  workman  would  have  acquired  during  the  period  for  which 
his  experience  has  been  considered. 

(6)  Additional  technical  or  general-intelligence  tests  which  the 
commanding  officer  may  recommend  and  the  Chief  of  Ordnance 
approve  may  be  applied  if  necessary  to  determine  what  rating  should 
be  given  on  any  element  upon  which  the  competitors  are  graded. 

(c)  As  the  local  boards  are  responsible  for  the  lists  they  prepare, 
it  is  their  duty  to  investigate  fully  all  applications,  that  no  inefficient 
or  improper  persons  be  made  eligible  for  appointment.  Certificates 
and  indorsements  of  imknown  parties  should  not  be  accepted  as  con- 
clusive evidence  of  capacity  or  worthiness,  and  the  local  board  should. 
when  practicable,  personally  examine  the  apphcant  by  inspection  and 
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auestioning.  All  examination  papers  are  subject  to  review  by  the 
bmmission.  It  is  necessary,  therefore,  that  aU  the  facts  upon  which 
marking  is  based  b^  a  local  board  of  examiners  be  made  a  matter  of 
record.  If  low  rating  results  from  personal  examination  or  verbal 
evidence,  the  facts  should  be  explained;  if  the  low  rating  is  the  result 
of  documentary  evidence,  such  documents  should  be  attached  to  the 
examination  papers. 

(d)  The  name  of  no  person  whose  application  shows  that  he  does 
not  meet  the  requirements  of  civil-service  Rule  V,  or  who  is  discj^uali- 
fied  under  the  same  rule,  shall  be  entered  upon  the  eligible  roister. 

Vin.   ELIGIBLES. 

1.  On  the  1st  day  of  each  month  the  board  at  each  ordnance  estab- 
lishment shall  prepare  a  complete  list  of  all  eligibles  on  the  register 
for  each  position^  the  eligibles'  names  being  entered  according  to  the 
relative  position  m  the  order  to  which  their  grades  entitle  them,  except 
that  the  names  of  preference  claimants  imder  section  1754  of  the 
Revised  Statutes  wnose  average  percentages  are  65  or  more  shall 
head  the  list  for  the  position  for  wnich  they  are  eligible.  New  names 
shall  not  be  enterea  upon  any  of  the  registers  on  any  other  date 
unless  the  needs  of  the  service  require  that  a  particular  register  shall 
be  replenished,  in  which  case  appucations  which  are  on  hand  may  be 
rated  and  the  eligibles  registered  on  the  list  for  the  succeeding  month. 

2.  Each  list  oi  eligibles  should  be  complete  in  itself,  and  should 
contain  the  name  of  each  person  eligible  for  appointment  at  the 
establishment  to  which  it  relates  on  the  date  oi  issue  and  ako  all 
persons  registered  and  appointed  during  the  month  whose  names 
were  not  on  the  preceding  list. 

3.  The  term  of  eligibility  is  one  year,  and  eligibles  whose  terms 
have  expired,  who  have  been  appointed,  or  who  have  been  consid- 
ered three  times  without  selection  should  not  appear  as  eligible. 
An  eligible  who  declines,  but  gives  satisfactory  reasons  therefor  and 
states  nis  willingness  to  accept  the  next  vacancy  offered  him,  may 
have  his  name  restored  to  tne  register  for  any  lurther  certification 
or  consideration  due  him. 

4.  Several  copies  of  each  monthly  list  shall  be  prepared,  one  to  be 
retained  by  the  board;  one  to  be  furnished  to  the  appointing  officer 
at  the  establishment;  one  to  be  sent  to  the  central  board,  Office  of 
the  Chief  of  Ordnance;  and  one  to  the  Civil  Service  Commission. 

5.  All  certifications,  declinations,  changes  in  desi^ations,  and 
appointments  should  be  accurately  noted  on  the  eligible  list  in  order 
that  the  records  of  the  Civil  Service  Commission  and  the  Chief  of 
Ordnance  may  ao;ree  with  the  records  of  the  local  boards  and  the 
designations  on  the  returns  of  hired  men. 

6.  The  number  of  certifications  should  be  noted  on  the  margin  of 
the  eligible  list  and  a  notation  made  on  the  examination  papers 
sho^dng  manner  and  result  of  certifications. 

7.  The  eligible  list  will  be  typewritten,  the  three  copies  in  addition 
to  the  original  being  carbons.     The  form  to  be  used  is  as  follows: 


Num- 


Date  of 
registra- 
tion. 


Names. 


Address. 


AgB. 


Qeneral 
average. 


Number 
of  times 
certified. 


Date— 


Ap- 
pointed. 


(Podtioiia  in  alphabetical  order  with  eliglblea  arranged  acoording  to  fenaivl  aTenfe.) 
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IX.   PREFEBENCE   FOE  APPOINTMENT. 

1.  The  Commission  wiU  decide  all  claims  of  preference,  basing  its 
decisions  upon  the  records  of  the  War  and  Navy  Departments,  and 
will  inform  the  local  board  of  its  decision.  When  an  appUcant  states 
he  was  discharged  from  the  military  or  naval  service  on  account  of 
disability  incurred  in  the  line  of  duty,  the  local  board  should  report 
the  name,  regiment,  and  companjr,  or  vessel,  and  the  dates  of  enlist- 
ment and  di^harge  to  the  Commission. 

X.   APPOINTMENTS. 

1.  A  vacancy  in  a  classified  position  may  be  filled  by  promotion, 
by  probational  appointment  from  a  register  of  elmbles,  by  transfer 
of  a  classified  employee,  by  reinstatement  under  the  rules,  or  reem- 
ployment of  a  person  formerly  in  the  service,  by  emei^ency  appoint- 
ment pending  the  filling  of  the  vacancv  bv  probational  appointment, 
or,  where  the  employment  is  for  a  period  not  to  exceed  six  months, 
by  temporary  employment. 

XI.   PROMOTION. 

1.  Any  classified  employee  appointed  from  the  lists  prepared  by 
the  local  board  who  holds  a  diploma,  or  a  certificate  oi  proficiency 
(if  an  imdergraduate)  for  the  work  to  which  his  assignment  is  pro- 
posed, from  an  approved  technical  school  may,  after  one  year's  serv- 
ice, be  promoted  by  the  Secretary  of  War  upon  recommendation  of 
the  Chief  of  Ordnance  to  a  position  in  Schedule  A,  provided  his  serv- 
ices have  been  thoroughly  satisfactory  and  that  he  has  the  requisite 
ability.  When  such  an  employee  has  rendered  a  year's  satisfactory 
service,  the  officer  in  charge  will  submit  the  case  to  the  Chief  of  Ord- 
nance, together  with  his  recommendations  and  a  full  statement  of  all 
the  material  facts. 

2.  Any  apprentice  draftsman  who  has  served  satisfactorily  at  least 
one  year  may  be  promoted  to  assistant  draftsman  without  examina- 
tion upon  attaining  the  requisite  ability. 

3.  Any  employee  who  is  specially  recommended  for  assimment  to 
duties  imder  Schedule  A  or  I>  on  account  of  experience  or  other  quali- 
ties, and  who  has  served  one  year  in  a  classified  position  (position 
above  Schedule  H)  wiU  be  riven  an  examiQation  by  the  Civil  Service 
Commission  embracing  such  tests  as  the  duties  of  the  position  may 
require.  This  examination  will  be  held  by  the  local  ooard  of  the 
establishment. 

4.  A  classified  employee  in  any  recognized  mechanical  trade  shall 
not  be  assigned  to  duty  in  a  different  mechanical  trade  without  exam- 
ination of  the  employee  by  the  local  board  upon  such  subjects  as 
wiD  test  his  fitness  for  transfer  to  the  new  employment,  such  exami- 
nation to  be  approved  by  the  commanding  officer.  These  examina- 
tions will  be  neld  monthly  in  ordinary  cases  and  reports  of  the 
examinations  shall  be  made  on  the  monthly  lists  of  eligibles  under  a 
heading  of  "  Promotion  examinations."  Promotions  under  this  head- 
ing CO ver  positions  in  Schedules  C,  D,  E,  F,  and  G,  and  employees 
in  Schedule  H  shall  not  be  assigned  to  duty  in  a  position  other  tnan 
that  of  meve  laborer  or  workman. 


208        RULES   AND   BEGULATIONS,  DEPABTMENT   OF   INTERIOR. 

5.  All  promotions  and  reductionia  (in  rates  of  pay  or  position)  in 
Schedules  A  and  B  require  the  approval  of  the  Chief  oi  Ordnance 
and  the  Secretary  of  War,  and  those  within  Schedules  C,  D,  E,  F,  G, 
and  H  require  tne  approval  of  the  Chief  of  Ordnance.  Promotions 
and  reductions  will  be  based  on  the  efficiency  record  of  employees. 

Xn.    PROBATIONAL  APPOINTMENTS. 

1.  When  a  request,  verbal  or  written,  is  made  for  additional 
employees,  or  when  a  vacancy  exists,  the  appointing  officer  will  direct 
the  foreman  or  person  designated  to  make  the  selection  to  request  the 
secretary  of  the  local  board  to  furnish  him  the  application  papers  of 
the  vhree  highest  eligibles.  No  blank  form  of  certification  is  neces- 
sary. The  civil  service  rules  require  the  •  appointment  from  the 
appropriate  register  of  one  of  the  liighest  three  eligibles  thereon, 
unless  objection  be  made  on  account  of  mental,  moral,  or  j)hysical 
disqualification,  and  sustained  by  the  Commission.  Pendmg  final 
action  after  objection  is  made,  a  temporary  appointment  may  be 
made  from  the  next  three  highest  names  not  objected  to,  which  may 
be  made  probational  if  the  objections  are  sustained  by  the  Commis- 
sion; otherwise  probational  appointment  must  be  made  from  among 
the  original  first  three  eligibles.  Wlien  two  vacancies  are  to  be  filled 
from  one  register  at  the  same  time,  the  four  liighest  names  shall  be 
taken,  and  selection  made  from  the  nrst  three  for  one  of  the  vacancies, 
and  the  remaining  two  names  shall  then  be  considered  in  connec- 
tion with  the  fourth  name  for  the  other  vacancy.  Where  several 
vacancies  are  to  be  filled  from  a  register  at  one  time,  it  must  be 
remembered  that  each  eligible  is  entitled  to  three  considerations. 
Therefore,  if  three  vacancies  are  to  be  filled  and  none  of  the  eligibles 
have  yet  been  considered,  five  names  should  be  taken  from  the  reg- 
ister. When  a  name  has  been  considered  three  times  it  is  dropped 
from  the  register.  The  names  should  be  considered  in  groups  of  three, 
beginning  at  the  head  of  the  register,  the  names  not  selected  being 
considered  with  the  next  higliest  eligible  imtil  selected  or  three  times 
considered. 

Xlll.    TRANSFERS. 

1.  Positions  in  Schedules  A  and  B  will  be  filled  by  transfer  of 
employees  from  other  departments  only  upon  certificates  issued  by 
the  Commission,  under  civil-service  rules,  upon  request  of  the  Sec- 
retary of  War;  but  transfers  within  the  Ordnance  Department  in 
the  same  position  and  without  increase  of  pay  may  be  made  by  the 
Chief  of  Ordnance.  Report  of  the  action  will  be  made  at  once  to  the 
Secretary  of  War  and  on  tlie  monthly  report  of  changes  in  employees 
for  the  information  of  the  Civil  Service  Commission. 

2.  Positions  in  Schedules  C,  D,  E,  F,  G,  and  H  may  be  filled  by 
transfer  of  employees  in  similar  positions  at  other  ordnance  estab- 
lishments upon  approval  of  the  Cliief  of  Ordnance,  but  transfers 
from  other  departments  will  be  made  only  upon  certificate  of  the 
Civil  Service  Commission  upon  request  of  the  Secretary  of  War. 

XIV.  REINSTATEMENT  OR  REEMPLOYMENT. 

1.  A  classified  employee  in  Schedules  A  and  B  separated  from 
the  service  by  resignation  not  due  to  delinquency  or  misconduct  can, 
within  one  year,  be  reinstated  upon  certificate  issued  by  the  CivO 
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nice  Commission  under  civil-service  rules,  upon  request  of  the 
Secretary  of  War. 

2.  A  classified  employee  in  Schedules  C,  D,  E,  F,  G,  and  H  sepa- 
Xiated  from  the  service  by  resignation  not  due  to  delinquency  or  mis- 
conduct can,  within  one  year,  be  reinstated  with  the  approval  of  the 
Chief  of  Orcbiance.  Report  of  the  reinstatement,  and  the  authority 
t/herefor,  to  be  made  on  the  report  of  the  changes  in  employees  for 
the  information  of  the  Civil  Service  Commission. 

3.  Reemployment  of  persons  who  have  .been  laid  off,  furloughed, 
or  discharged  through  no  fault,  delinquency,  or  misconduct  on  their 
part  maj  be  made  within  three  years  from  date  of  separation  with- 
out certificate  of  the  Civil  Service  Commission.  Such  reemployment 
wiU  be  made  according  to  the  rating  of  the  persons  as  shown  by  their 
efficiency  cards. 

Note. — ^A  person  separated  for  delinquency  or  misconduct  is  not  eligible  for  rein- 
Btatement  or  reemployment.  In  making  recommendation  for  reinstatement  or  reem- 
ployment it  should  be  stated  that  the  person  was  separated  from  the  service  without 
delinquency  or  misconduct. 

4.  Where  the  separation  is  by  removal  or  resignation,  without 
delinquency  or  misconduct,  and  reemployment  is  considerea  probable 
within  three  years,  such  separations  may  be  regarded  as  furloughs 
and  so  reported.  A  list  or  employees  on  furlough  will  be  kept  at 
each  ordnance  establishment  and,  when  practicable,  vacancies  filled 
by  reemployment  of  persons  selected  therefrom. 

NoTB. — In  reporting  separations  by  furlough  the  cause  thereof  should  be  stated,  as 
for  instance:  "liw^k  of  work,"  "Resignation  without  prejudice,"  or  "Discharge  with- 
out prejudice." 

XV.    EMERGENCY   APPOINTMENTS. 

1.  After  request  has  been  made  for  a  list  of  eligibles  to  fill  a  vacancy 
m  Schedules  A  and  B,  an  emergency  appointment  may  be  made 
without  examination,  for  a  period  of  thu'ty  days.  If  no  selection 
is  made  from  the  first  list  of  eligibles  furnished  by  the  Commission, 
the  emergency  appointment  may  be  extended  till  the  person  finally 
selected  For  the  position  is  appointed  and  reports  for  duty.  Sucn 
emergency  appointment  to  be  reported  at  once  to  the  Civil  Service 
Conmfiis.sion  through  the  Chief  of  Ordnance. 

2.  Where  special  or  job  work  arises,  which  can  be  completed  within 
thirty  days  or  less,  appointments  for  such  a  period  may  be  made  to 
positions  in  Schedules  A  and  B  without  examination,  the  only 
requirement  being  the  approval  of  the  Chief  of  Ordnance  and  the 
appointment  reported  to  the  Commission  through  the  Secretary  of 
War  when  made. 

3.  Emergency  appointments  in  Schedules  C,  D,  E,  F,  G,  and  H 
may  be  made  ror  a  period  of  thirty  days  pending  the  establishment 
of  a  re^ster  of  eligibles.  Such  appointment  to  be  reported  at  once 
to  the  Cliief  of  Ordnance  for  approval. 

XVI.    TEMPORARY   APPOINTMENTS. 

1.  When  the  work  is  temporary  in  character,  after  the  completion 
of  which  the  services  of  the  employee  will  not  be  further  needed,  a 
temporary  appointment  may  be  made  to  positions  in  Schedules  A 
and  B  with  the  prior  consent  of  the  Chief  of  Ordnance,  the  Secre- 
tary of  War,  and  the  Civil  Service  Commission,  and  in  all  other 
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schedules  with  the  prior  consent  of  the  Chief  of  Ordnaiiee,  for  a 
period  not  to  exceed  three  months,  which  period  maj,  with  a  prior 
approval  of  the  Chief  of  Ordnance,  who  wiU  report  his  action  to  the 
Civil  Service  Coinimssion,  be  extended  to  a  maximum  period  of  six 
months.  The  employment  and  separation  of  temporary  employees 
shall  be  shown  on  the  report  of  changes  in  employees. 

2.  Separations  from  the  service  of  employees  in  Schedules  A  and 
B  must  be  submitted  for  the  action  of  the  Secretary  of  War.  Those 
in  Schedules  C,  D,  E,  F,  G,  and  H  need  only  be  reported  on  the  report 
of  changes  in  employees. 

XVn.   BATES  OP  PAY. 

1.  On  the  first  of  May  of  each  year,  or  as  soon  thereafter  as  prac- 
ticable, the  commanding  officer  or  each  ordnance  establishment  shall, 
bj  correspondence  or  otherwise,  make  diligent  inquiry  at  the  prin- 
cipal private  manufacturing  establishments  in  the  vicinity  of  his 
post  as  to  the  rates  of  wages  paid  to  the  workingmen  of  different 
classes  in  each  trade  or  occupation  for  work  of  a  similar  nature  to 
that  done  at  liis  post,  or  resembling  it  as  nearly  as  possible.  These 
rates  sliall  be  compared  with  those  paid  the  employees  at  his  post, 
and  if  any  changes  are  necessary  to  equalize  the  rates  paid  by  him 
and  tJiose  paid  in  the  vicinity  he  will  submit  a  recommendation  to 
tliat  effect  to  the  Chief  of  Ordnance.  (In  this  sense  the  "vicinity"  of 
the  post  is  to  be  taken  as  the  region  l^ing  within  a  boundary  of 
radius  sufficiently  great  to  insure  similarity  of  conditions  of  employ- 
ment and  living  to  those  at  the  point  where  the  effort  to  fix  tne 
wages  is  being  made.) 

2.  When  the  commanding  officer  submits  to  the  Chief  of  Ordnance 
the  proposed  schedule  of  wages,  he  shall  also  make  a  separate  report, 
stating  m  full  all  changes  from  the  previous  approved  schedule  which 
involve  an  increase  or  decrease  in  the  wages  ox  any  class  of  any  trade 
or  occupation,  with  the  reasons  therefor,  and  when  said  schedule  is 
approved  by  the  Chief  of  Ordnance  it  snail,  unless  changed  by  the 
approval  of  the  Chief  of  Ordnance,  remain  in  force  during  the  ensuing 
year. 

3.  If  any  necessity  arises  for  a  rate  of  pay  equal  to  $720  per  annum 
for  any  position  m  Schedule  H,  and  sucn  employment  is  authorized, 
the  position  becomes  a  classified  one  and  the  appointment  must  be 
made  as  other  classified  positions. 

4.  The  fewest  possible  grades  in  each  position  should  be  established 
and  promotion  from  the  lower  to  the  higher  grades  be  gradual. 

XVIII.    EFFICIENCY   RECORDS. 

1 .  An  efficiency  record  will  be  kept  at  each  ordnance  establishment 
and  by  each  inspector  of  ordnance  who  may  have  employees  of  the 
Department  under  his  orders.  These  efficiency  records  will  be  the 
basis  of  advancement  of  employees  from  one  class  to  another,  or  their 
reduction  from  a  liigher  to  a  lower  class  in  case  the  employee  does  not 
attain  and  maintain  a  minimum  of  efficiency. 

XIX.    REPORTS   OF  CHANGES   IN  EMPLOYEES. 

1.  Monthly  reports  of  changes  in  employees  in  Schedules  A,  B,  C, 
D,  £,  F,  G,  and  H  will  be  made  in  duplicate  to  the  Chief  of  Ordnance. 
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One  copy  to  be  retained  by  him  and  one  copy  to  be  forwarded  to  the 

CJivil  Service  Commission. 

^  2.  All  appointments,  declinations,  reinstatements,  transfers  (clas- 
sified and  unclassified,  temporary  and  emergency)  will  be  reported  on 
^he  monthly  report  of  changes  in  employees. 

CLASSIFICATION  AND  RATES   OP   PAY  OP  CLERICAL  FORCE. 

For  the  classification  and  rates  of  pay  of  the  clerical  force,  the  fol- 
lowing scheme,  based  on  the  average  percentages  of  clerl^  of  the 
various  grades  employed  in  the  bureaus  of  the  War  Department,  has 
been  adopted  as  applying  to  employees  of  Schedule  B  in  classes  above 
Class  A: 


Pay. 


Sl,800  per  annum 

11,000  per  annum 

S1,4D0  per  annum 

$1,200  per  annimi 

tlfiOO  per  annum 

Below  Sl/XX)  per  annum 


Pexoentage 
in  grade. 


a0884 

9.3137 

15.7680 

3a  6600 

16.9930 

16.  ino 


The  rates  of  pay  of  the  grades  below  $1,000  are  $900,  $840,  and 
$720  per  annum. 

According  to  this  scheme,  arsenals  and  ordnance  establishments 
having  the  numbers  of  clerks  above  Class  A,  given  in  the  following 
table,  will  be  entitled  to  the  grades  therein  named : 


Grade. 


11,200  per  annum 

Do 

SljOOO  per  aminm 

11,200  per  annum 

S1,000  per  annum 

Below  S1,000  per  annum . 

SI  ,400  per  annum , 

$1,200  per  annum , 

11,000  per  annum , 

Below  Sl/)00  per  annum . 

11,400  per  annum , 

$i;a00  per  annum 

tljOOO  per  annum 

Below  $1,000  per  annum. 

$1,000  per  annum 

$1,400  per  annum  

$1,200  per  annum 

$1  jOOO  per  RpnuTTi 

Below  $1,000  per  annum. 

$1,800  per  annum 

tl,600  per  annum 

$1,400  per  annum 

$l;a00  per  annum 

$ljOOO  per  annum 

Below  1,000  per  annum . . 

$1,800  per  annum 

$1,000  per  annum 

$1,400  per  annum 

$1,200  per  annum. 

iljOOO  per  annum 

Below  $1,000  per  annum. 

$1,800  per  annum 

$1,600  per  annum 

$1,400  per  annum 

$1,200  per  annum 

$1,000  per  annum 

Below  $1,000  per  annum. 


Numbe 
in  grade 


\ 


Number 
of  clerks. 


2 


1 
2 

3 
4 


8 


Grade. 


Number 
I  in  grade. 


tl,800  per  annum 

tl,600  per  annum 

tl  ,400  per  annum 

tl,200  per  annum 

tl,000  per  annum 

Below  tl,000  per  annum 

11,800  per  annum 

$1,600  per  annum 

$1,400  per  annum 

tl,200  per  annum 

tl,000  per  annum 

Below  tl,000  per  annum 

$1,800  per  annum 

tl,600  per  annum 

11,400  per  annum 

tl,200  per  annum 

11,000  per  annum 

Below  11,000  per  annum 

SI, 800  per  annum 

11,600  per  annum 

tl,400  per  annum 

11,200  per  annum 

11,000  per  annum 

Below  $1,000  per  annum 

11,800  per  annum 

$1,600  per  annum 

11,400  per  annum 

tl,200  per  annum 

11,000  per  annum 

Below  11,000  per  annum 

$1,800  i)er  annum 

11,600  per  annum 

11,400  per  annum 

tl  ,200  per  annum 

11,000  per  annum 

Below  11,000  per  annum 


11 

1 

1 

3 

2 

2 

r 

1 
2 
3 
2 


1 
1 
2 
4 

2 

2, 

11 

1 

2 

5 

2 

2 

n 
1 

2 
5 
3 
2. 
1 
1 
2 
5 
3 
8J 


Number 
of  clerks. 


10 


11 


12 


13 


14 


15 
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Grade. 

Number 
In  grade. 

Number 
of  clerks. 

Grade. 

Number 
in  grade. 

Number 
ofdeiki. 

SI  .800  vcT  annum 

11 

1 

3 

5 

3 

3 

1 

1 

3 

6 

3 

3 

1 

2 

3 

6 

3 

3 

16 
17 
18 

S1.800per  annum 

2) 
2 

3 
6 
3 
3 
2 
2 
3 
7 
3 
3 

S1.600  per  annum 

f  j.fiOO  P«»"  a.nf»u»n 

Sl.400  per  annum 

Sl.400  per  annum 

19 

S1.200  per  annum 

S1.200  per  annum 

SI  .000  per  annum  

S1,000  per  annum 

Below  SI, 000  per  annum 

S1.800  per  annum 

Below'Sl  .000  per  annum 

Sl,800x)cr  annum 

S1.600per  annum 

SlyCOO^p^r  annum 

Sl.400  per  annum .'. 

Si  .400  per  annum 

Sl>200  per  anniun 

SI. 200  per  annum  

20 

SIXXX)  per  annum 

Sl.OOO  per  annum 

Below  S1,000  per  annum 

S1.800  per  annum 

Below  SlfOOO  per  annum 

SI  .600  per  annum 

Sl.400  per  annum 

SI  .200  per  annum 

Sl.OOO  per  annum 

Below  S1,000  per  aimum 

Certain  clerks  at  the  national  armory,  Springfield,  Mass.,  are 
exempt  from  the  above  classification,  as  their  pay  is  fixed  by  law. 

For  clerks  serving  in  the  Division  of  the  tmlippines  20  per  cent 
will  be  added  to  the  above  salaries,  and  5  per  cent  to  those  of  clerks 
serving  at  the  Proving  Ground,  Sandy  Hook,  N.  J. 

At  establishments  at  which  there  are  no  clerks  of  the  $1,800  grade 
the  highest  clerk  shall  receive  pay  as  herein  indicated  wth  the  addi- 
tion of  5  per  cent  thereof  for  each  five  years  of  his  service  as  clerk  in 
the  Department,  up  to  ten  years. 

It  is  not  intended  to  reduce  by  this  order  the  pay  of  any  clerk  now 
in  the  service,  but  to  make  changes  gradually,  as  vacancies  occur,  in 
order  to  bring  the  classification  and  pay  at  the  various  arsenals  into 
accordance  with  the  above  scheme. 

Promotions  may  be  recommended  to  conform  to  this  circular,  pro- 
vided the  total  amount  paid  for  clerk  hire  at  any  establishment  aoes 
not  exceed  the  sum  provided  for  it  by  the  scheme. 

William  Crozieb, 
Brigadier-General,  Chief  of  Ordnance. 
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inftiative  rests  with  appointing  officers. 

A  transfer  from  one  Department  to  another  can  be  made  only  upon 
the  request  of  the  head  of  the  Department  to  which  the  transfer  is 
proposed  to  fill  an  existing  vacancy  in  that  Department.  The  consent 
of  tne  head  of  the  Department  in  which  the  person  is  employed  must 
be  obtained.  The  Commission  can  not  undertake  to  decide  the  per- 
missibility of  the  transfer  or  whether  an  examination  will  be  necessary 
until  such  consent  is  given  and  requisition  made  by  the  head  of  the 
Department  to  which  the  transfer  is  proposed.  The  Commission  can 
take  no  action  on  requests  of  individuals  for  approval  of  their  transfer, 
and  no  register  of  persons  eligible  for  transfer  is  kept. 

REASONS    FOR   RESTRICTING  TRANSFERS. 

No  specific  authority  for  transfers  is  found  in  the  civil  service  act, 
and  they  are  allowed  only  as  necessary  exceptions  to  open  competi- 
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tion.  The  rules  are  intended  to  impose  restrictions  which  will  confine 
transfers  within  the  fundamental  provisions  of  the  act — that  is,  that 
they  shall  be  warranted  by  the  conditions  of  good  administration  and 
have  regard  to  the  rights  of  competitors  and  employees  without  mak- 
ing a  pnvileged  class  of  the  latter. 

TRANSFERS  SUBORDINATE  TO  PROMOTIONS. 

Transfer  can  only  be  made  to  the  lowest  class  in  the  grade  unless  the 
appointing  officer  shall  certify  that  the  position  can  not  be  adequately 
filled  by  promotion.  The  lowest  class  in  the  grade  of  clerk  in  the 
Departments  at  Washington  is  $900. 

Where  a  transfer  involves  a  promotion,  the  promotion  rules  and 
regulations  must  also  be  observed.  The  regulations  require  that  pro- 
motions from  subclerical  grades  to  the  clerk  grade  in  the  Departments 
at  Washington  be  made  on  competitive  promotion  examinations. 
Therefore  a  transfer  from  a  field  or  other  nonapportioned  position 
involving  such  promotion  can  not  be  made  on  noncompetitive  exami- 
nation. The  person  must  be  eligible  for  promotion  to  the  clerk  grade 
in  the  Department  or  office  where  he  is  serving,  and  must  have  passed 
the  clerk  examination  or  an  equivalent  one  with  a  rating  which  would 
entitle  him  to  the  next  certification  from  the  clerk-promotion  register 
of  tJie  Department  to  which  transfer  is  proposed.  The  requirement  of 
apportionment  must  also  be  observed. 

PROHIBITED  TRANSFERS. 

Persons  serving  in  excepted  positions,  which  they  ent^^red  without 
competitive  examination^  or  in  unclassified  positions,  are  not  eligible 
for  transfer  to  competitive  positions.  Pension  examining  surgeons 
and  rural  carriers  are  not  eligible  for  transfer  to  other  competitive 
positions. 

SERVICE   LIMITATION   UPON   TRANSFERS. 

An  act  of  Confess  approved  June  22,  1906,  provides:  "It  shall  not 
be  lawful  hereafter  for  any  clerk  or  other  employee  in  the  classified 
service  in  any  of  the*  Executive  Departments  to  be  transferred  from 
one  Department  to  another  Department  until  such  clerk  or  other 
employee  shall  have  served  for  a  term  of  tliree  years  in  the  Depart- 
ment from  which  he  desires  to  be  transferred."  This  provision  is  not 
regarded  as  applying  to  transfers  to  or  from  the  tropics;  nor  to  a  trans- 
fer to  an  Executive  Department  in  Washington  from  outside  of  Wash- 
ington, or  vice  versa;  nor  to  a  transfer  from  one  field  service  to  another. 
For  this  latter  class  of  transfers  the  person  must  have  received  abso- 
lute appointment  or  have  served  in  the  classified  service  at  least  six 
months  next  preceding,  except  in  cases  of  transfer  within  the  Depart- 
ment to  a  position  to  wliich  tne  person  was  equally  eligible  for  original 
appointment. 

RETRANSFERS. 

A  person  may  be  retransf erred  to  a  position  which  he  formerly  occu- 
pied or  to  any  position  to  which  he  was  eligible  for  transfer  therefrom 
if  since  his  traiisfer  he  has  been  continuously  in  the  executive  civil 
service  of  the  United  States  or  of  its  insular  possessions,  subject  to  the 
requirements  of  three  years'  service,  as  stated  above. 
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TBANSFEBS  WHICH  MAY  BE   MADE   WITHOUT   OEBTIBTGATE. 

Transfers  not  involving  promotion  in  grade  within  the  apportioned 
or  within  the  nonapportioned  service  of  a  Department  or  office,  among 
post-offices,  among  the  offices  of  a  customs  district,  among  the  military 
staff  departments,  and  from  the  War  Department  to  any  mihtary  staff 
department  may  be  made  without  the  certificate  of  the  Commission,  if 
not  contrary  to  the  limitations  respecting  age,  absolute  appointment, 
examination,  or  line  of  work.  Transfers  permissible  witnout  certifi- 
cate may  be  made  without  reference  to  the  provisions  respecting  exam- 
ination of  persons  who  entered  a  position  without  examination  prior  to 
its  classification. 

AGE   LIMITS   MUST  BE   OBSEBVED. 

No  person  can  be  transferred  who  is  not  within  the  age  limits  pre- 
scribed for  the  position  to  which  his  transfer  is  proposed,  unless  the  age 
limits  are  waived  under  the  rules  upon  satisfactory  evidence  that  the 
transfer  will  promote  the  interests  of  the  service.  The  age  limitations 
are  given  in  the  Manual  of  Examinations. 

OBSEBVANCE   OP  THE   APPOBTIONMENT  HEQUIBED. 

Appointments  in  the  Departments  at  Washington  are  apportioned 
among  the  several  States,  Territories,  and  the  District  of  Columbia  on 
the  basis  of  population  as  nearly  as  the  conditions  of  good  administra- 
tion will  warrant.  A  transfer  from  the  nonapportioned  to  the  appor- 
tioned service  is  charged  to  the  State  of  whicn  the  person  is  a  legal 
resident.  If  this  State  has  received  an  excessive  share  of  appoint- 
ments, such  transfer  can  not.be  authorized  except  upon  certincate  of 
the  appointing  officer  that  the  transfer  is  required  in  the  interests  of 
good  administration,  setting  forth  in  detail  the  reasons  therefor,  which 
must  be  satisfactory  to  the  Commission.  It  must  be  shown  that  the 
employee  possesses  qualifications  not  possessed  by  persons  tested 
by  competitive  examinations,  or  some  imusual  or  highly  technical 
knowledge,  ability,  or  skill  which  is  required  for  the  most  efficient 
performance  of  the  duties  of  the  position  to  which  his  transfer  is  sought, 
which  it  would  be  difficult  or  impossible  to  obtain  through  the  usual 
methods  of  filling  such  positions. 

A  person  to  be  transferred  from  a  nonapportioned  to  an  appor- 
tioned position  must  have  proved  his  residence  in  the  same  manner  as 
for  original  appointment. 

EXAMINATION   BEQUIBED. 

If  the  tests  prescribed  for  original  entrance  to  a  position  to  which 
the  transfer  of  a  person  is  proposed  are  essentially  different  from  those 
for  the  position  which  he  occupies,  he  must  pass  an  appropriate 
examination  imless  he  has  already  passed  an  examination  which  the 
Commission  considers  a  satisfactory  test  of  fitness. 

BESTBICTION   AS  TO  LINE  OP   WOBK. 

A  person  can  not  be  transferred  to  a  position  in  which  there  is  not 
required,  in  the  judgment  of  the  Commission,  the  performance  of  the 
same  class  of  work  or  the  practice  of  the  same  mechanical  trade 
required  in  the  position  which  he  occupies.  This  restriction  is  not 
intended  to  prevent  the  advancement  of  employees  within  a  Depart- 
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ment;  as  it  has  reference  rather  to  the  line  of  work  in  the  part  of  serv- 
ice in  which  the  person  is  employed  than  to  the  casual  duties  per- 
formed by  the  person  himself.  It  is  intended  that  transfers  shall  be 
so  made  that  training  received  in  one  position  will  be  made  available 
elsewhere.  Any  exception  to  this  requirement  must  be  in  the  inter- 
ests of  good  acuninistration.  and  is  permissible  only  when  it  can  be 
shown  that  the  transfer  is  along  the  line  of  the  person's  trade,  profes- 
sion, or  training,  other  than  of  an  ordinary  clerical  character,  specially 
fitting  him  for  the  work  to  be  performed. 

This  restriction  is  not  waived  because  the  person  has  passed  an 
examination  for  the  position  to  which  transfer  is  proposed  imless  he 
is  among  the  three  eugibles  next  entitled  to  certincation  for  original 
appointment.  It  must  be  shown  that  it  is  more  in  the  interest  of  the 
service  to  make  the  transfer  than  an  appointment  upon  certification 
from  the  eligible  register. 

TRANSFERS   FROM  THE  PHILIPPINE   SERVICE. 

An  officer  or  employee  occupying  a  competitive  position  in  the 
Philippine  classified  service,  who  has  served  three  years  or  more 
therein,  may  be  transferred  to  the  Federal  classified  service,  subject  to 
the  provisions  of  the  rules.  A  person  separated  without  delinquency 
or  misconduct  within  a  year  may  be  reinstated  for  the  purpose  of 
transfer  if  no  objection  is  raised  by  the  Pliilippine  authorities. 

TRANSFERS   FROM   THE   BUREAU  OP   ENGRAVING   AND  PRINTING. 

Operatives  and  other  employees  with  similar  duties  in  the  Bureau 
of  Eingraving  and  Printing  may  be  transferred  without  examination  or 
certificate  of  tiie  Commission  to  the  apportioned  positions  of  expert 
money  counter  and  paper  counter  in  the  Office  of  the  Secretary  or  the 
Treasury,  skilled  laoorer  in  the  Office  of  the  Auditor  for  the  Post- 
Office  Department,  and  expert  counter,  feeder,  and  separator  in  the 
Office  of  the  Treasurer  of  tne  United  States,  counter  in  the  Office  of 
the  Register  of  the  Treasury,  and  clerk  at  $840  or  less  in  the  Bureau 
of  EnCTaving  and  Printing.  Employees  so  transferred  are  not 
charged  to  the  apportionment  and  have  no  rights  of  promotion  or 
transfer  greater  than  those  of  the  positions  from  wliich  they  were 
transferred,  and  can  not  be  assigned  to  duties  other  than  those  of  the 
positions  named.  Clerk  positions  at  $900  or  less  filled  by  persons 
employed  as  counters  in  the  Office  of  the  Commissioner  of  internal 
Revenue  and  in  the  Division  of  Loans  and  Currenc}r  in  the  Office  of  the 
Secretary  of  the  Treasury  may  be  filled  by  promotion  without  exami- 
nation or  persons  who  have  had  at  least  three  years'  experience  in  the 
latter  office. 

TRANSFERS    WITHIN   THE    POST-OFFICE   DEPARTMENT   AND   THE    POST- 
OFFICE   SERVICE. 

(a)  Unless  the  position  can  not  be  adequately  ffiled  by  promotion, 
no  transfer  to  clerK  or  carrier  in  a  post-office,  to  the  field  service,  or  to 
the  Departmental  service  at  Washington  may  be  made  above  the 
lowest  class.  Tne  lowest  class  in  the  grade  of  clerk  in  the  Post-Office 
Department  at  Washington  is  $900.  (h)  Transfers  to  the  substitute 
force  of  a  post-office,  except  from  the  substitute  force  of  another  postr 
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office,  may  be  made  to  any  position  on  the  substitute  list.  A  substi- 
tute transferred  from  one  post-office  to  another  must  go  to  the  foot  of 
the  substitute  Ust.  A  substitute  may  not  be  transferred  outside  of 
the  branch  in  which  he  serves,  (c)  Unless  the  position  can  not  be 
adequately  filled  by  promotion,  transfer  to  the  Railway  Mail  Service 
must  be  made  to  the  foot  of  the  substitute  list.  In  case  of  exchange, 
however,  a  person  in  another  service  may  not  be  transferred  above  the 
$900  class,  (d)  Mutual  transfers,  except  to  the  Railway  Mail  Service, 
may  be  made  without  regard  to  the  lowest  class,  (e)  In  transfers 
from  another  Department  or  office  it  must  be  shown  that  the  person 
to  be  transferred  will  be  employed  upon  work  similar  to  that  pre- 
viously performed  by  him  and  has  quaUfications  which  will  enable 
him  to  perform  such  work  better  than  a  person  selected  from  the  eli- 
gible register  of  the  Commission. 

TBANSFERS   WrTHIN  THE   INDIAN   SEBVICE. 

Any  employee  in  the  classified  Indian  Service  may,  with  the 
approval  of  the  Secretary  of  the  Interior,  be  promoted  without  exami- 
nation to  the  position  of  superintendent  of  an  Indian  school,  upon  a 
statement  of  the  Commissioner  of  Indian  Affairs  that  the  employee 
possesses  the  requisite  business  and  executive  qualifications  to  fill  the 
position,  and  the  Commission  will  on  such  statement  issue  the  neces- 
sary certificate. 

rhysicians,  scliool  superintendents,  assistant  superintendents, 
supervisors  of  schools,  day-school  inspectors,  school-teachers,  assist- 
ant teachers,  teachers  of  industries,  disciplinarians,  and  kindergarten 
teachers,  and  persons  in  other  positions  in  the  Indian  Service  who 
have  regularly  held  any  of  the  foregoing  positions,  will  be  treated  as 
eligible  for  transfer  to  clerical  positions  and  to  the  position  of  store- 
keeper without  examination,  provided  they  entered  the  positions  first 
named  through  competitive  examination.  Persons  in  other  positions 
in  the  Indian  Service  which  are  subject  to  educational  examination 
may  be  transferred  to  the  clerical  positions  named  upon  passing  the 
clerk  examination.  Persons  proposed  for  transfer  under  this  regula- 
tion must  have  served  a  probationary  period  of  six  months  before  they 
can  be  accepted  as  eligible  for  examination  for  transfer.  A  statement 
approved  by  the  Secretary  of  the  Interior  that  a  classified  employee  in 
tne  Indian  Service  is  qualified  for  the  duties  of  a  ^ven  noneduc-ational 
position  therein,  to  wiiich  transfer  is  proposed,  will  be  accepted  as  an 
examination  in  lieu  of  the  statements  of  voucliers  heretofore  required. 

TBANSFERS   FROM   THE   ISTHMIAN   CANAL   SERVICE. 

Persons  appointed  to  the  service  on  the  Istlunus  of  Panama  other- 
wise tlian  through  competitive  examination  or  by  transfer  or  promo- 
tion from  a  competitive  position  in  the  United  States  may  not  be 
transferred  to  competitive  positions  in  the  United  States,  except  upon 
open  competitive  examination  on  the  same  basis  with  all  other 
persons. 

Persons  appointed  through  competitive  examination  are  required  to 
serve  two  years  before  transfer  to  the  United  States. 

A  person  transferred  from  a  competitive  position  in  the  United 
States  may  be  retransferred  without  regard  to  the  length  of  service  on 
the  Isthmus. 
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[Edition  of  November,  1906.] 


CIVIL  SERVICE  ACT.« 

AN  ACT  To  regalateand  improve  the  civil  service  of  the  United  States. 

Be  it  en4icted  ly  the  Senate  and  House  of  Representatives 
ofth^United  States  of  Ainerica  in  Congress  assembled^  That 
the  President  is  authorized  to  appoint,  by  and  with  the  cSSSntedonere^' 
advice  and  consent  of  the  Senate,  three  persons,  not 
more  than  two  of  whom  shall  be  adherents  of  the  same 
part3%  as  Civil  Service  Commissioners,  and  said  three 
Commissioners  shall  constitute  the  United  States  Civil 
Service  Commission.  Said  Commissioners  shall  hold  no 
other  official  place  under  the  United  States. 

The  President  may  remove  any  Commissioner;  and  any  Removal  of 

,  *^  ,     ,  ^.  Commiauonen. 

vacancy  in  the  position  of  Commissioner  shall  be  so  filled 
by  the  President,  by  and  with  the  advice  and  consent  of 
the  Senate,  as  to  conform  to  said  conditions  for  the  first 
selection  of  Commissionern. 
The  Commissioners  shall  each  receive  a  salary  of  three  salaries  and 

traveliDiF 

thousand  five  hundred  dollars  a  j^ear.     And  each  of  said  expeiwea. 
Commissioners   shall    be    paid    his    necessary  traveling 
expenses  incurred  in  the  discharge  of  his  duty  as  a  Com- 
missioner. 


The  Commisttion  not  an  executive  depart- 
mtni. — ^The  term  **  executive  depart- 
ments "  in  the  Federal  statutes  refers  only 
to  those  departments  specified  in  section 
158,  Revised  Statutes,  to  which  has  since 
been  added  the  Department  of  Agricul- 
ture and  the  Department  of  Commerce 
and  Labor.  No  board,  commission,  bu- 
reau, or  office  which  is  not  expressly  or 
by  implication  under  the  control  of  the 
head  of  one  of  the  Executive  Depart- 
ments can  be  considered  as  belonging 
properly  to  an  executive  department. 
The  Civil  Service  Commission  is  not 
attached  in  anywise  to  any  of  the  Execu- 
tive Departments,  nor  is  it  subject  in  any 
wise  to  the  control  of  any  of  the  heads  of 


such  departments.  (Opinion  of  May  4, 
1898;  22  Op.  Att'y-Gen'l,  62.) 

Nonpartisan  composition  of  New  York 
Oiml-Sernce  Commission  constitutumcU, — 
The  provision  in  the  New  York  statute 
that  not  more  than  two  of  the  members 
of  the  commission  shall  be  adherents  of 
the  same  party  does  not  amount  to  an 
arbitrary  exclusion  from  the  constitu- 
tional right  of  holding  office.  (Rogers  v. 
Common  Council,  123  N.  Y.,  173.) 

Constitutionality  of  civil-service  laws. — 
The  civil-service  laws  are  constitutional 
and  valid.  An  appointment  or  employ- 
ment in  violation  of  the  civil-service  laws 
is  illegal,  and  the  authorities  have  no 
right  to  appropriate  the  public  moneys 


^Definition. — Civil  service  is  defined  as  the  executive  branch  of  the  public  service 
asdigtinguiahed  from  military,  naval,  legislative,  and  judicial. — (Century  Dictionary. ) 
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to  the  payment  for  services  rendered  in 
pursuance  of  such  illegal  appointment  or 
employment. — American  and  English 
Encyclopedia  of  Law,  title,  **  Public 
oflScers." 

The  civil  service  tuUhin  the  scope  of  legis- 
lative authority. — ^The  subjects  of  the 
extent  and  manner  of  the  exercise  of  the 


appointing  power  and  of  the  duties,  rela- 
tions, numbers,  compensation,  protection, 
and  encouragement  of  those  in  the  public 
service  to  which  civil-service  rules  natu- 
rally relate  would  seem  to  be  within  the 
scope  of  legislative  authority.  (4  Op. 
Att'y-Gen'l,  165;  Debates  in  Senate, 
Globe,  1869,  p.  17,  etc.) 


Duties  of 

Commlasionera. 

Rules. 


Sec.  2.  That  it  shall  be  the  duty  of  said  Commissioners: 
J^irst.  To  aid  the  President,  as  he  may  request,  in  pre- 
paring suitable  rules  for  carrying  this  act  into  effect,  and 
when  said  rules  shall  have  been  promulgated  it  shall  be 
the  duty  of  all  officers  of  the  United  States  in  the  depart- 
ments and  offices  to  which  any  such  rules  may  relate  to 
aid,  in  all  proper  ways,  in  carrying  said  rules,  and  any 
modifications  thereof,  into  effect. 


Authority  of  ads  of  the  President. — Where 
an  act  of  Congress,  establishing  a  general 
system,  confers  on  the  President  the  au- 
thority to  do  a  specific  act  for  the  pur- 
pose of  perfecting  the  means  by  which 
the  system  shall  be  carried  into  effect,  the 
act  of  the  President,  when  performed  ac- 
cording to  the  terms  of  the  statute,  has 
all  the  validity  and  authority  of  the 
statute  itself.  (Opinion  of  Mar.  19, 1862, 
10  Op.  AttV-Gen'l,  469.) 

Power  to  prescribe  rules. — There  can  be 
no  doubt  as  to  the  power  of  Congress  or 
any  other  legislative  body  to  delegate  to 
subordinate  authorities  the  power  to  make 
rules  and  regulations  within  certain  lim- 
its, which,  when  made,  will  have  the 
force  of  law.  Thus,  corporations,  mu- 
nicipal or  private,  may  be  authorized  to 
make  by-laws,  and  police  commissioners. 


boards  of  health,  and  fire  commissioners 
may  be  authorized  to  make  regulations 
which  have  the  effect  of  laws. 

But  if  any  rule  prepared  by  this  Com- 
mission, whether  published  by  the  Presi- 
dent or  not,  should  have  the  effect  of  re- 
pealing or  modifying  an  act  of  Congress, 
it  would  be  an  act  of  legislation  and  not 
a  regulation  of  a  mere  executive  charac- 
ter, which  it  was  clearly  the  object  of  this 
law  to  authorize.  It  is  a  grave  question 
whether  Congress  could  delegate  to  the 
President,  or  to  any  board  of  commission- 
ers jointly  with  the  President,  the  au- 
thority to  do  any  act  which  ia  equivalent 
to  legislation.  (Woods  v.  Gary,  Post- 
master-General, Sup.  Ct  D.  C,  Sept.  14, 
1897.  See  also.  Opinion  of  Justices,  138 
Mass.,  601.) 


Competitiye 
examinations. 


Second.  And,  among  other  things,  said  rules  shall  pro- 
vide and  declare,  as  nearly  as  the  conditions  of  good  ad- 
ministration will  warrant,  as  follows: 

First,  for  open,  competitive  examinations  for  testing 
the  fitness  of  applicants  for  the  public  service  now  classi- 
fied or  to  be  classified  hereunder.  Such  examinations 
shall  be  practical  in  their  character,  and,  so  far  as  may  be, 
shall  relate  to  those  matters  which  will  fairl}*^  test  the  rel- 
ative capacity  and  fitness  of  the  persons  examined  to  dis- 
charge the  duties  of  the  service  into  which  they  seek  to  be 
appointed. 
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Section  164,  R*  S.  impliedly  repealed  by  Special  exemption  from  examination  not 
^ivUservice    act. — Section    164,    Revised  aUovxible  under  New  York  dvU-service  act. — 
Statutes,  requiring  all  clerks  in  the  four  Under  the  New  York  civil-service  laws 
^dasses  mentioned  in  section  163  to  pass  the  power  of  the  legislature  to  determine 
mn  examination,  before  appointment,  by  in  what  cases  competitive  examinations 
41  board  of  three  examiners  consisting  of  are  practicable  does  not  include  the  power 
the  chief  of  the  bureau  and  two  other  to  exempt  or  relieve  any  class  of  citizens 
clerks  selected  by  the  head  of  the  depart-  from  such  examinations  and  exact  them 
ment  in  which  the  appointment  is  to  be  from  others.    All  applicants  for  the  same 
made,  is  impliedly  repealed  by  the  civil-  office,  in  reference  to  the  manner  of  exam- 
service  act.     (Opinion  of  Aug.  1,  1886,  ination,  must  be  treated  alike.     (Matter 
Vol.  XVIII,  Op.  Att'y-GenU,  p. 245.)  of  Keymer,  148  N.  Y.,  219.) 

Second,  that  all  the  oflSces,  places,  and  employments  so  ah^"*'^®®'^*^'^ 
arranged  or  to  be  arranged  in  classes  shall  be  filled  by  se- 
lections according  to  grade  from  among  those  graded 
highest  as  the  results  of  such  competitive  examinations. 

Third,  appointments  to  the  public  service  aforesaid  in  Apportionment 
the  Departments  at  Washington  shall  be  apportioned 
among  the  several  States  and  Territories  and  the  District 
of  Columbia  upon  the  basis  of  population  as  ascertained  at 
the  last  preceding  census.  Every  application  for  an  ex-  ti&^ioJ!'' 
amination  shall  contain,  among  other  things,  a  statement, 
under  oath,  setting  forth  his  or  her  actual  bona  fide  resi- 
dence at  the  time  of  making  the  application,  as  well  as 
how  long  he  or  she  has  been  a  resident  of  such  place. 

Validity  of  appointment  contrary  to  ap-  should    annul    that   appointment.     The 

portionmeni. — While  it  is  the  undoubted  statute  is  directory  only  in  the  above 

duty  of  the  executive  branch  to  give  effect  particular.    ( Opinion  of  Att'  y-Gren'  1,  Dec. 

to  the  requirement  of  Congress  for  an  ap-  10,  1891. ) 

portionment,  it  is  a  very  different  thing        Applications  for  examination. — All  per- 

to  say  that  an  appointment  made  in  dis-  sons  are  required  to  make  a  proper  appli- 

regard  of   this  rule  of  apportionment,  cation  for  appointment.    The  examina- 

through  a  mere  inadvertence,  is  to  fail  tion  is  not  the  only  statutory  requirement, 

entirely  and  be  treated  as  a  nullity.  »    »    »    The  authorities  may  require  all 

Congress  did  not  intend  that  where  applicants  to  verify  such  applications, 

everjrthing  was  done  in  good  faith  an  and  perjury  may  be  committed  in  mak- 

inadvertent  disregard  of  the  rule  of  ap-  ing    oath    to   them.      (Am.    and    Eng. 

porjdonment  in  making  an  appointment  Encycl.  of  Law,  ** Civil  Service.") 

Fourth,  that  there  shall  be  a  period  of  probation  before  Probation. 
any  absolute  appointment  or  employment  aforesaid. 
Fifth,  that  no  person  in  the  public  service  is  for  that  Political 

,  ,-...  .,  ,..,  contributions 

reason  under  any  obligations  to  contribute  to  any  political  and  service. 
fund,  or  to  render  any  political  service,  and  that  he  will 
not  be  removed  or  otherwise  prejudiced  for  refusing  to 
do  so. 

Sixth,  that  no  person  in  said  service  has  any  right  to  coercion, 
use  his  oflScial  authority  or  influence  to  coerce  the  political 
action  of  any  person  or  body. 
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Noncompetitive 
examinatioiis. 


Notice  of 
changes  in 
service. 


Exceptions  to 
rules. 


Regulations  for 
exuninations. 


Minutes  of 
proceedings. 

Investigations. 


Annual  report. 


Chief  examiner, 


Seventh,  there  shall  be  noncompetitive  examinations  in 
all  proper  cases  before  the  Commission,  when  competeni 
persons  do  not  compete,  after  notice  has  been  given  of  the 
existence  of  the  vacancy,  under  such  rules  as  may  be  pre- 
scribed by  the  Commissioners  as  to  the  manner  of  gtving 
notice. 

Eighth,  that  notice  shall  be  given  in  writing  by  the  ap- 
pointing power  to  said  Commission  of  the  persons  selected 
for  appointment  or  employment  from  among  those  who 
have  been  examined,  of  the  place  of  residence  of  such 
persons,  of  the  rejection  of  any  such  persons  after  pro- 
bation, of  transfers,  resignations,  and  removals,  and  of 
the  date  thereof,  and  a  record  of  the  same  shall  be  kept 
by  said  Commission. 

And  any  necessary  exceptions  f I'oni  said  eight  funda- 
mental provisions  of  the  rules  shall  be  set  forth  in  connec- 
tion with  isuch  rules,  and  the  reasons  therefor  shall  be 
stated  in  the  annual  reports  of  the  Commission. 

Third.  Said  Commission  shall,  subject  to  the  rules  that 
may  be  made  by  the  President,  make  regulations  for,  and 
have  control  of,  such  examinations,  and,  through  its  mem- 
bers or  the  examiners,  it  shall  supervise  and  preserve  the 
records  of  the  same;  and  said  Commission  shall  keep  min- 
utes of  its  own  proceedings. 

Fourth,  Said  Commission  may  make  investigations  con- 
cerning the  facts,  and  may  report  upon  all  matters  touch- 
ing the  enforcement  and  effects  of  said  rules  and  regula- 
tions, and  concerning  the  action  of  any  examiner  or  board 
of  examiners  hereinafter  provided  for,  and  its  own  subor- 
dinates, and  those  in  the  public  service,  in  respect  to  the 
execution  of  this  act. 

Fifth,  Said  Commission  shall  make  an  annual  report  to 
the  President  for  transmission  to  Congress,  showing  its 
own  action,  the  rules  and  regulations  and  the  exceptions 
thereto  in  force,  the  practical  effects  thereof,  and  any 
suggestions  it  may  approve  for  the  more  effectual  accom- 
plishment of  the  purposes  of  this  act. 

Sec.  3.  That  said  Commission  is  authorized  to  emploj 
a  chief  examiner,  a  part  of  whose  duty  it  shall  be,  undei 
its  direction,  to  act  with  the  examining  boards,  so  fer  ac 
practicable,  whether  at  Washington  or  elsewhere,  and  tc 
secure  accuracy,  uniformity,  and  justice  in  all  their  pro- 
ceedings, which  shall  be  at  all  times  open  to  him.  The 
chief  examiner  shall  be  entitled  to  receive  a  salary  at  the 
rate  of  three  thousand  dollars  a  year,  and  he  shall  be  paid 
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tisneces«ary  traveling  expenses  incurred  in  the  discharge 
of  his  duty.     The  Commission  shall  have  a  secretary,  to  secretary. 
^  appointed  by  the  President,  who  shall  receive  a  salary 
^ione  thousand  six  hundred  dollars  per  annum.     It  may, 
When  necessary,  employ  a  stenogmpher  and  a  messenger,  stenographer 

o'  and  messeng'er. 

^vho  shall  be  paid,  when  employed,  the  former  at  the  rate 


one  thousand  six  hundred  dollars  a  3'ear,  and  the  latter 
t  the  rate  of  six  hundred  dollars  a  year.     The  Comniis- 
«5*ion  shall,  at  Washington,  and  in  one  or  more  places  in 
^3ach  State  and  Territory  where  examinations  are  to  take 
;place,  designate  and  select  a  suitiible  number  of  persons, 
xiot  less  than  three,  in  the  official  service  of  the  United 
States,  residing  in  said  State  or  Territory,  after  consulting 
^e  head  of  the  department  or  office  in  which  such  persons 
serve,  to  be  members  of  boards  of  examiners,  and  may  at  Boar<biof 
WLuy  time  substitute  any  other  person  in  said  service  living 
in  such  State  or  Territory  in  the  place  of  anyone  so  selected. 
Such  boards  of  examiners  shall  be  so  located  as  to  make  it 
reasonably  convenient  and  inexpensive  for  applicants  to 
Attend  before  them;  and  where  there  are  persons  to  be 
examined  in  any  State  or  Territory,  examinations  shall  be 
held  therein  at  least  twice  in  each  year.     It  shall  l>e  the 
duty  of  the  collector,  postmaster,  and  other  officers  of  the  Duties  of  puwic 
United  States,  at  any  place  outside  of  the  District  of 
Columbia  where  examinations  are  directed  by  the  Presi- 
dent or  by  said  board  to  be  held,  to  allow  the  reasonable 
use  of  the  public  buildings  for  holding  such  examinations, 
aind  in  all  proper  ways  to  facilitate  the  same. 


Chief  examiner. — ^The  office  of  chief 
examiner  created  by  the  civil-service  act 
is  to  be  IQUed  by  appointment  by  the 
President,  with  the  advice  and  consent  of 
the  Senate.  (Opinion  of  May  26,  1886, 
Att'y-Gen'l,  Vol.  XVIII,  p.  409.) 

Detail  of  clerks  to  Commisnon. — Section 
3  of  the  civil-service  act  of  January  16, 
1883  (22  Stat.  L.,  405),  authorizes  the 
detail  of  persons  in  the  official  service  of 
the  Executive  Departments  to  be  mem- 
bers of  the  boards  of  examiners  in  the 
Oivil  Service  Commission,  but  does  not 
authorize  such  detail  for  any  other  pur- 
pose or  service. 

Opinion  of  December  22, 1904,  adhered 
to.  (Opinion  of  Apr.  8,  1905;  25  Op., 
Att'y-Oen'l,  379.  See  L.  E.  and  J.  act 
approved  Jane  22,  1906,  p.  26. ) 


Efeci  of  civil-service  ad  on  paragraph 
4415 J  Revised  StatiUes,  concerning  boards  of 
examiners  for  inspectors  of  Steam  vessels, — 
Section  4415,  Revised  Statutes,  so  far  as 
it  prescribes  the  method  by  which  va- 
cancies on  the  board  of  inspectors  of  hulls 
of  steam  vessels  shall  be  filled,  was  re- 
pealed by  the  civil-service  act,  and  the 
board  provided  by  said  section  can  not 
act  as  a  board  of  examiners  under  the 
civil-aerviw  act  unless  the  members  of 
such  board  are  selected  and  appointed 
as  such  l>oard  of  examiners.  Opinion  of 
Aug.  10,  1896,  Att'y-GenM,  Vol.  XXI, 
p.  393. ) 

Examining  hoards — carrier  entitled  to 
compensation  v:hUe  serving  as  examiner. — 
It  is  within  the  spirit  and,  as  a  conse- 
quence,  within  th^  clear  meaning  of  the 
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letter  of  the  law,  that  the  examiner  dur- 
uig  the  time  he  is  engaged  in  conducting 
civil-service  examinations  is  attending  to 
his  official  duties,  and  it  is  quite  clear 
that  he  should  be  paid  the  compensation 
attaching  to  his  office  during  that  time. 
The  act  of  August  2,  1892,  clothes  the 
Postmaster-General  with  authority  to 
appoint  substitute  letter  carriers,  **  whose 
compensation  shall  be  $1  per  annum  and 
the  pro  rata  compensation  of  the  carrier 
on  whose  route  they  may  be  required  to 


ft 


serve."  It  does  not  necesBarily  follow 
that  in  all  cases  the  compensation  of  the 
substitute  shall  be  deducted  from  the  pay 
of  the  carrier;  and,  as  the  right  of  the 
carrier  to  be  paid  his  compensation  while 
serving  as  an  examiner  aforesaid  is  un- 
questionable, it  follows  that  the  substi- 
tute should  be  paid  out  of  the  K^neral 
appropriation  for  the  free-delivery  serv- 
ice. (Opinion  of  Assistant  Attorney- 
General  for  the  Post-Office  Department, 
July  23,  1892. ) 


Accommoda- 
tions, etc.,  for 
Commission. 


Frauds. 


Castoms 
classification. 


Sec.  4.  That  it  shall  be  the  duty  of  the  Secretary  of 
the  Interior  to  cause  suitable  and  convenient  rooms  and 
accommodations  to  be  assigned  or  provided,  and  to  be 
furnished,  heated,  and  lighted,  at  the  city  of  Washington, 
for  carrying  on  the  work  of  said  Commission  and  said 
examinations,  and  to  cause  the  necessary  stationery  and 
other  articles  to  be  supplied  and  the  necessary  printing  to 
be  done  for  said  Commission. 

Sec.  5.  That  any  said  Commissioner,  examiner,  copyist, 
or  messenger,  or  any  person  in  the  public  service,  who 
shall  willfully  and  corruptlj',  by  himself  or  in  cooperation 
with  one  or  more  other  persons,  defeat,  deceive,  or  ob- 
struct any  person  in  respect  of  his  or  her  right  of  exam- 
ination according  to  any  such  rules  or  regulations,  or  who 
shall  willfully,  corruptly,  and  falsely  mark,  grade,  esti- 
mate, or  report  upon  the  examination  or  proper  standing 
of  any  person  examined  hereunder,  or  aid  in  so  doing,  or 
who  shall  willfully  and  corruptly  make  any  false  repre- 
sentations concerning  the  same  or  concerning  the  person 
examined,  or  who  shall  willfully  and  corruptly  furnish  to 
any  person  any  special  or  secret  information  for  the  pur- 
pose of  either  improving  or  injuring  the  prospects  or 
chances  of  any  person  so  examined,  or  to  be  examined, 
being  appointed,  employed,  or  promoted,  shall  for  each 
such  offense  be  deemed  guilty  of  a  misdemeanor,  and  upon 
conviction  thereof,  shall  be  punished  by  a  fine  of  not  less 
than  one  hundred  dollars,  nor  more  than  one  thousand  dol- 
lars, or  by  imprisonment  not  less  than  ten  days,  nor  more 
than  one  year,  or  by  both  such  fine  and  imprisonment. 

Sec.  6.  That  within  sixty  da^^s  after  the  passage  of  this 
act  it  shall  be  the  duty  of  the  Secretary  of  the  Treasury, 
in  as  near  conformity  as  may  be  to  the  classification  of  cer- 
tain clerks  now  existing  under  the  one  hundred  and  sixty- 
third  section  of  the  Revised  Statutes,  to  arrange  in  classes 
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fte  several  clerks  and  persons  employed  by  the  collectx)r, 
fiaval  officer,  surveyor,  and  appraisers,  or  either  of  them, 
or.being  in  the  public  service,  at  their  respective  offices  in 
Qach  customs  district  where  the  whole  number  of  said 
<^Ierks  and  persons  shall  be  altogether  as  many  as  fifty. 
-And  thereafter,  from  time  to  time,  on  the  direction  of  the 
X^ident,  said  Secretary  shall  make  the  like  classification 
c:>r  arrangement  of  clerks  and  persons  so  employed  in  con- 
nection with  any  said  office  or  offices,  in  any  other  customs 
ciistrict.     And,  upon  like  request,  and  for  the  purposes  of 
'^is  act,  said  Secretary  shall  arrange  in  one  or  more  of 
said  classes,  or  of  existing  classes,  any  other  clerks,  agents, 
^}r  persons  employed  under  his  Department  in  any  said 
district  not  now  classified;  and  every  such  arrangement 
«nd  classification  upon  being  made  shall  be  reported  to  the 
^President 

Second.  Within  said  sixty  days  it  shall  be  the  duty  of  S^^^on. 
"the  Postmaster-General,  in  general  conformity  to  said  one 
liundred  and  sixty-third  section,  to  separately  arrange  in 
classes  the  several  clerks  and  persons  employed,  or  in  the 
public  service,  at  each  post-office,  or  under  any  postmaster 
of  the  United  States,  where  the  whole  number  of  said 
clerks  and  persons  shall  together  amount  to  as  many  as 
:fifty.  And  thereafter,  from  time  to  time,  on  the  direction 
of  the  President,  it  shall  be  the  duty  of  the  Postmaster- 
Oeneral  to  arrange  in  like  classes  the  clerks  and  persons 
so  employed  in  the  postal  service  in  connection  with  any 
other  post-office;  and  every  such  arrangement  and  classifi- 
eation  upon  being  made  shall  be  reported  to  the  President. 

Third.  That  from  time  to  time  said  Secretary,  the  Post-  ^SSflStiona. 
master-General,  and  each  of  the  heads  of   departments 
mentioned  in  the  one  hundred  and  fifty-eighth  section  of 
tlie  Revised  Statutes,  and  each  head  of  an  office  shall,  on 
the  direction  of  the  President,  and  for  facilitating  the 
execution  of  this  act,  respectively  revise  any  then  existing 
classification  or  arrangement  of  those  in  their  respective 
departments  and  offices,  and  shall,  for  the  purposes  of  the 
^^mination  herein  provided  for,  include  in  one  or  more 
of  such  classes,  so  far  as  practicable,  subordinate  places, 
clerks,  and  officers  in  the  public  service  pertaining  to 
tbeir  respective  departments   not    before  classified  for 
examination. 
SEa  7.  That  after  the  expiration  of  six  months  from  Examination 

.1  -I.  /*»  111     111  •!    required  for 

ine  passafife  of  this  act  no  officer  or  clerk  shall  be  appointed,  appointment 

J  ^  1  *^^  promotion. 

and  no  person  shall  be  employed  to  enter  or  be  promoted 
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iiii'  sail!  ilaisses  now  existing,  or  that  may  !» 
i>  iiiifkT  pursuRot  to  said  rules,  until  he  has 
rNiiiniiiation,  or  is  shown  to  be  specially 
Mill  sirch  exuiuiimtion  in  conformity  herewith. 
Iicroin  <'oiitained  shall  he  construed  to  take 
liiitKinihly  discharged  froni  the  military  or 
I'  iiiiy  preference  conferred  by  the  seventeen 
I  lil'ly-fourth  section  of  the  Revised  Statutes, 
liiini  the  President  any  autliority  not  inTOn- 
i!ii-i!ict  conferred  by  the  seventeen  hundred 
It!  x'ltion  of  said  statutes;  nor  shall  any  officer 
i\'  cutive  branch  of  the  Government,  or  any 
I  ty  employed  as  a  laborer  or  workman,  be 
III'  ilassiiied  hereunder;  nor,  unless  by  direc- 
>■  riiite,  shall  any  person  who  has  been  nonii- 
■iiliiiiiation  by  Ibe  Senate  be  required  to  tw 
tiF  [mss  an  examination. 

ii;it  110  person  habitually  using  intoxicatinj,' 
I  I  \ cess  shall  be  appointed  to,  or  retained  in, 
jiliiiiiitment,  or  employment  to  which  the  pro- 
li-  iH't  are  applicable. 

lull   whenever  there  are  already  two  or  more 
,1   liimily  in  the  public  service  in  the  grades 
1  li i -  lilt,  no  other  member  of  such  family  shill 
It  :i)ipiuntnient  to  any  of  said  grades. 
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tive,  or  Delegate-elect,  or  any  officer  or  employee  of  either 
of  said  Houses,  and  no  executive,  judicial,  militar}^  or 
naval  officer  of  the  United  States,  and  no  clerk  or  employee 
of  any  department,  branch,  or  bureau  of  the  executive, 
judicial,  or  military  or  naval  service  of  the  United  States, 
shall,  directly  or  indirectly,  solicit  or  receive,  or  be  in  any 
manner  concerned  in  soliciting  or  receiving,  any  assess- 
ment, subscription,  or  contribution,  for  any  political  pur- 
pose whatever,  from  any  officer,  clerk,  or  employee  of  the 
United  States,  or  any  department,  branch,  or  bureau 
thereof,  or  from  any  person  receiving  any  salary  or  com- 
pensation from  moneys  derived  from  the  Treasury  of  the 
United  States. 


Omtributions  for  political  purposes. — An 
•gent  of  the  Government  who  receives 
money  to  pay  secret  agents  is  not  guilty 
of  either  receiving  or  being  concerned  in 
J^oeiving  a  contribution  for  a  political 
porpoee,  within  the  meaning  of  the  act 
of  January  16, 1883,  chapter  27,  where  he 
'^ived  and  honored  an  order  from  one 
of  Slid  secret  agents  to  pay  money  out  of 
the  next  remittance  he  should  receive  to 
« peiBon  not  in  the  Government  service 
tt  a  contribution  in  aid  of  a  political 
campaign,  it  appearing  that  said  agent 
had  nothing  whatever  to  do  with  solicit- 
ing, inducing,  or  causing  said  secret  agent 
to  give  the  order,  and  had  no  relation  or 
connection  with  the  person  to  w^hom  he 
pMd  the  money,  and  had  no  concern  in 
or  control  over  the  money  after  it  was  so 
I*i<i,  although  he  knew  for  what  purpose 
it  was  paid.  Said  act  does  not  forbid 
voluntary  contributions  for  political  pur- 
po«8  by  persons  in  the  employ  of  the 
^vemment,  but  protects  such  persons 
^m  solicitation  or  coercion  with  respect 
to  snch  contributions.     (Opinion  of  Jan. 

25,1896,  Vol.  XXI,  p.  298,  Att'y-GenM 
Op.) 

^idiation  of  political  contributions  by 
^^^^nU  officers. — The  sending  of  a  circular 
i^tter  by  a  political  committee  to  Federal 
officers  and  employees  soliciting  financial 
^^  in  Congressional  or  State  elections, 
'^pon  or  attached  to  which  appear  the 
J^es  of  Federal  officers  or  employees, 
^  *  violation  of  section  11  of  the  civil- 
*fvice  act,  which  declares  that  no  officer 

a  Doc.  396, 59-2,  pt  1 15 


or  employee  of  the  Government  shall  be 
in  any  manner  concerned  in  soliciting  or 
receiving  any  assessment  or  contribution 
for  any  political  purpose  whatever  from 
any  officer  or  employee  of  the  United 
States.  The  statute  unquestionably  con- 
demns all  such  circulars,  notwithstand- 
ing the  particular  form  of  words  adopted, 
in  order  to  show  a  request  rather  than 
a  demand,  and  to  give  the  responses  a 
quasi- voluntary  charat^ter.  (Opinion  of 
October  17,  1902;  24  Op.  Att'y-Gen'l, 
133. )  (See  also  brief  of  Commission  and 
letter  of  Senator  Edmunds,  16  Report  of 
Commission,  149-154.) 

Sufficiency  of  indictment. — **  To  charge  a 
man  with  soliciting  a 'contribution  from 
United  States  officers  for  a  political  pur- 
pose carries  with  it  by  implication  a 
charge  that  the  accused  knew  the  pur- 
pose for  which  the  contribution  was  so- 
licited. The  words  *for  a  political  pur- 
pose* may  reasonably  be  construed  to 
qualify  not  only  the  contribution,  but  the 
solicitation.  Similarly,  to  charge  that  a 
man  received  from  another  his  contribu- 
tion for  a  political  purpose,  by  implica- 
tion charges  that  the  reception  was  for 
the  same  purpose  as  the  contribution. 
*  *  *  Nor  was  it  necessary  to  set  out 
the  specific  averment  that  the  defendant 
knew  that  the  persons  from  whom  the 
contributions  were  received  were  officers 
of  the  United  States.'*  (U.  S.  v.  Scott,  74 
Fed.  Rep.,  213.) 

Description  of  offense  in  words  ofstalule. — 
The  general  rule  that  it  is  sufficient  to  de- 
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scribe  a  statutory  offense  by  using  the  with  being  *' unlawfully  concerned  in  eo- 
words  of  the  statute,  is  followed  where  liciting  a  contribution."  ( United  States 
the  indictment  charges    the  defendant     r.  Scott,  74  Fed.  Rep.,  213.) 

* 

Sec.  12.  That  no  person  shall,  in  any  room  or  building 
occupied  in  the  discharge  of  official  duties  by  any  officer 
or  employee  of  tlie  United  States  mentioned  in  this  act,  or 
in  any  navy-j^ard,  fort,  or  arsenal,  solicit  in  any  manner 
whatever,  or  receive,  any  contribution  of  money  or  any 
other  thing  of  value  for  any  political  purpose  whatever. 

Section  12  constitutional. — The  twelfth  tion*?  for  political  purposes  in  any  of  the 

section  of  the  a(;t  is  not  unconstitutional  places  mentioned  in  that  section  of  the 

because  of  its  prohibiting  all  persons,  act.     (United  States  r.  Newton,  Supreme 

whether  in  the  employ  of  the  United  Court  District  of  Ck>lumbia,  Washington 

States  or  not,  from  soliciting  contribu-  Law  Reporter,  vol.  19,  p.  770.) 

Change  of  rank  gp^.  13,  jfo  officcr  or  employee  of  the  United  States 
compensation,  mentioned  in  this  act  shall  discharge,  or  promote,  or  de- 
grade, or  in  any  manner  change  the  official  rank  or  com- 
pensation of  an}^  other  officer  or  employee,  or  promise  or 
threaten  so  to  do,  for  giving  or  withholding  or  neglecting 
to  make  any  contribution  of  money  or  other  valuable  thing 
for  any  political  purpose. 

Sec.  14.  That  no  officer,  clerk,  or  other  person  in  the 
service  of  the  United  States  shall,  directly  or  indirectly, 
give  or  hand  over  to  any  other  officer,  clerk,  or  person 
in  the  service  of  the  United  States,  or  to  an}''  Senator  or 
Member  of  tlie  House  of  Representatives,  or  Territorial 
Delegate,  any  money  or  other  valuable  thing  on  account 
of  «r  to  be  applied  to  the  promotion  of  any  political  object 
whatever. 
Penalty.  Sec.  15.  That  any  person  who  shall  be  guilty  of  violat- 

ing any  provision  of  the  four  foregoing  sections  shall  be 
deemed  guilty  of  a  misdemeanor,  and  shall,  on  conviction 
thereof,  be  punished  by  a  tine  not  exceeding  five  thousand 
dollars,  or  >)y  imprisonment  for  a  term  not  exceeding  three 
years,  or  by  such  fine  and  imprisonment  both,  in  the  dis- 
cretion of  the  court. 

Approved,  January  IG,  1888. 


fiEVISED  STATUTES  AND  STATUTES  AT  LARGE 
AFFECTING  THE  CLASSIFIED  CIVIL  SERVICE. 

DIKECTORY   STATUTES.^ 

The  President  is  authorized  to  prescribe  such  regula-  ]^ori°y  to 
^ions  for  the  admission  of  persons  into  the  civil  service  of  f^ia«Sng 
tlie  United  States  as  may  best  promote  the  efficiency  ^?JiSto<fnt 
^lereof,  and  ascertain   the  fitness  of  each  candidate  in^^'"^-^^^ 
Respect  to  age,  health,  character,  knowledge,  and  ability 
^or  the  branch  of  service  into  which  he  seeks  to  enter; 
^nd  for  this  purpose  he  may  employ  suitable  persons  to 
^i^onduct  such  inquiries,  and  may  prescribe  their  duties,  and 
^^tablish  regulations  for  the  conduct  of  persons  who  may 
^^eceive  appointments  in  the  civil  service.* 

The  head  of  each  Department  is  authorized  to  prescribe  J^uution"**^ 
:r-egiilations,  not  inconsistent  with  law,  for  the  govern-  ^' ®' ^'  ^^^* 
rnent  of  his  Department,  the  conduct  of  its  officers  and 
clerks,  the  distribution  and  performance  of  its  business, 
Wknd  the  custody,  use,  and  preservation  of  the  records, 
papers,  and  property  appertaining  to  it. 

Departmental  regulations^  force  of. — The  zen  of  the  United  States,  or,  if  oi  foreign 

r^gulationof  a  department  of  the  Govern-  birth,  to  furnish  proof  of  American  citi- 

Xkieot  is  not  to  control  the  construction  of  zenship,  does  not  involve  any  question  of 

i^n  act  of  Congress  when  its  meaning  is  law  within  the  meaning  of  section  356, 

plain,  but  when  there  has  been  a  long  Revised  Statutes,  and  is  not,  therefore, 

Acqaieecence  in  a  regulation,  and  by  it  one  properly  calling  for  an  opinion  of  the 

rights  of  parties  for  many  years  have  been  Attorney-General.     The  requirement  not 

^letermined  and  adjusted,  it  is  not  to  be  being  demanded  by  law,  its  interpreta- 

disregarded  without  the  most  cogent  and  tion  may  properly  be  left  to  the  depart- 

f>ersaaaive  reasons.     (Opinion  of  Aug.  1,  mentorbureau responsible foritsexistence 

1S98;  22  Op.  Att'y-Gen'l,  163.)  and  execution.     (18  Op.,  521;   20  Op., 

Upon  this  general  subject  see  also  Opin-  649;  21  Op.,  255,   followed;   opinion  of 

ions  of  Attorneys-General  of  Mar.    19,  July  8,  1904,  25  Op.  Att'y-Gen*l,  183.) 
1«62  (10  Op.,  469);  of  Oct  8,  1864  (11         Authority  of  the  President  as  (he  Chief 

Op.,  109);  of  May  15,  1876  (15  Op.,  94),  Executive. — In  the  exercise  of  his  general 

^Kidof  Nov.  17,  1898  (22  Op.,  266).  <^  administrative  superintendence  the  Presi- 

Attomey- General — Construction  of  a  de-  dent  may  interfere  to  restrain  an  officer 

T^^^rtmental  regulation. — The  question  as  to  from  assuming  an  authority  that  does  not 

"Whether  or  not  a  citizen  of  Porto  Rico,  belong  to  him,  as  well  as  to  compel  the 

l«!^ly  a  resident  of  New  York,  is  eligible  officer  to  perform  a  duty  that  does  belong 

^or  appointment  in  the  Marine-Hospital  to  him.     (Opinion  of  May  15,  1876,  15 

^fervioe  under  a  departmental  regulation  Op.  Att*y-Gen'l,  94.) 

'^hich  requires  the  applicant  to  be  a  citi- 

^These  statntes  either  authorize  or  direct  certain  ways  of  conducting  the  public  biLsiness  which 
^Is  within  the  purview  of  the  civil-eenrice  act  and  rules,  and  depend  upon  administrative  discipline 
^f  their  enforcement. 

^By  virtue  of  the  authority  contained  in  this  section,  the  regulations  described  on  page  68,  govem- 
W  the  employment  of  unclassified  laborers  have  been  promulgated. 

''The  general  subject  of  the  legal  force  of  regulations  is  treated  at  length  in  "  Remarks  on  the 
^y  Regulations  and  Executive  Regulations  in  General,"  by  G.  Norman  Lieber,  Judge-Advocate- 
General.  United  States  Army  (1898). 
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Clerkships  open 
to  women. 
R.  S.,  s.  165. 


Number  of 
clerks  of  h 


her 


be 
iminished  and 


grade  may 


Women  may,  in  the  discretion  of  the  head  of  any  De- 
partment, be  appointed  to  any  of  the  clerkships  therein 
authorized  by  law,  upon  the  same  requisites  and  condi- 
tions, and  with  the  same  compensation,  as  are  prescribed 
for  men. 

Whenever,  in  the  judgment  of  the  head  of  any  Depart- 
ment, the  duties  assigned  to  a  clerk  of  one  class  c»an  be  as 


lower  increased,  well  performed  by  a  clerk  of  a  lower  class  or  by  a  female 

16  Aug..  1876,  19     ,       ,       .         1      ,,    ,       1         #    1    #  1  .  -1.      .     .    1       1 

Stat.  L.,  169.  c.    clerk,  it  shall  be  lawful  for  him  to  dimmish  the  number 
i2o!  *  '  "of  the  clerks  of  the  higher  grade  and  increase  the  number 


Preference  in 
reduction  of 
force. 


of  clerks  of  the  lower  grade  within  the  limit  of  the  total 
appropriation  for  such  clerical  service:  Provided^  That  in 
making  any  reduction  of  force  in  any  of  the  Executive  De- 
partments, the  head  of  such  Department  shall  retain  those 
persons  who  may  be  equally  qualified  who  have  been  hon- 
orably discharged  from  the  military  or  naval  service  of 
the  United  States  and  the  widows  and  orphans  of  deceased 
soldiers  and  sailors. 
War  veteran  Persons  honorably  discharged  from  the  militarv  or  naval 

preference  in  •  c^  v 

appointments  to  scTvicc  bv  rcasou  of  disability  resulting  from  wounds  or 

civil  offices.  *f  ^ 

R.s.,8ec.i754.     slckucss  incuiTcd  in  the  line  of  duty  shall  be  preferred  for 

appointments  to  civil  offices,  provided  they  are  found  to 
possess  the  business  capacity  necessary  for  the  proper  dis- 
charge of  the  duties  of  such  offices. 


Preference  under  section  17o4t  Revised 
Statutes. — The  joint  resolution  of  March  3, 
1865  (gee.  1754,  R.  S. ),  considered  in  con- 
nection with  the  act  of  March  3,  1871, 
chapter  114,  is  construed  to  mean  that 
honorably  discharged  soldiers  and  sailors 
are  not  exempt  from  liability  to  exami- 
nation for  admission  \nU)  the  civil  service, 
but  that  they  are  entitled  to  a  preference 
for  appointment  as  against  other  persons 
of  equal  qualifications  for  the  place. 
(Opinion  of  Aug.  13,  1881,  Vol.  XVII, 
Op.  Att'y-Gen'l,  p.  194.) 

Preference  under  section  1764 y  R-  S.y  not 
mandatory. — By  se(!tion  1754,  Revised 
Statutes,  it  is  made  the  duty  of  those 
making  appointments  to  civil  offices  to 
give  a  preference,  other  things  bning 
equal,  to  the  class  of  persons  named  in 
that  section;  but  the  matter  of  capacity 
and  personal  fitness  for  the  place  is  for 
the  determination  of  the  appointing 
power.  (Opinion  of  May  24,  1889,  Vol. 
XIX,  Op.  Att'y-Gen'l,  p.  318.) 


Employment  of  veterans — Census  Office, — 
The  preference  given  honorably  dis- 
charged soldiers  of  the  United  States  by 
section  5  of  the  act  of  March  6,  1902  (32 
Stat.,  51),  in  the  matter  of  employment 
in  the  permanent  Census  Office,  is  not 
absolute  and  regardless  of  qualifications. 
Such  preference  is  to  be  given  if  the  per- 
son is  equally  qualified;  but  the  appoint- 
ing power  still  retains  and  must  exercise 
its  discretion  and  judgment  in  determin- 
ing the  fitness  for  the  required  work  of 
the  persons  to  be  selected  and  retained. 

To  this  end  the  Director  of  the  Census 
may  fix  a  reasonable  standard  of  fitness, 
and  guard  it  by  reasonable  regulations 
intended  and  calculated  to  secure  an  effi- 
cient permanent  force.  Such  r^ulations 
may  relate  to  age,  experience,  rating,  pro- 
posed time  of  service,  etc. 

The  preference  given  by  the  statute  is 
one  with  respect  to  the  place  sought  or 
held;  but  if  a  person  of  the  preferred 
class  fails  to  secure  the  place  he  seeks,  or 
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sition  in  an  Executive  Department  **  be- 
cause of  his  rating  as  inefficient''  is  the 
exercise  of  a  purely  executive  power,  and 
the  reasons  for  such  exercise  can  not  be 
inquired  into  by  the  courts.  (Keim  v. 
U.  8.,  177  U.  8.,  290.) 


^  retain  the  one  he  has,  there  is  no  obli- 
^tion  on  the  appointing  power  to  create 
^  vacancy  by  dismissing  an  efficient  em- 
ployee  to    give    him    another   chance. 
(Opinion  of  June  5,  1902,  24  Op.  Att'y- 
Oen'l,  64.) 

Removal  of  veterans. — ^The  removal  of  an 
Irionorably  discharged  soldier  from  a  po- 

In  the  assignment  or  transfer  of  clerks  from  the  railway  andSSfPereof 
^nail  service,  however,  preference  shall  be  given  to  the  per-  JjJi^^  ™*" 
9ons  honorably  discharged  from  the  military  or  naval  serv-  aSJl^riation 
ice  who  served  in  the  civil  war  and  who  are  now  serving  as  ^^^  ***'•  *• 
clerks  on  the  railwa\'  mail  cars  in  order  that  they  may  be 
i;ransferred  to  clerical  service  in  the  Department  or  in  the 
post-offices  and   relieved   from  service  on   said   cars  as 
Tapidly  as  practicable,  provided  they  are  found  to  possess 
the    business    capacity   necessary   for    the    proper    dis- 
charge of  the  duties  of  the  oflSces  to  which  they  may  be 
transferred. 

*    *    *    That  hereafter  every  application  for  examin-  Leeai 
ation  before  the  Civil  Service  Commission  for  appoint-  certificate  of 

*  *^  proper  officer. 

ment  in  the  departmental  service  in  the  District  of  Co- acS**'^^^^' 
lumbia  shall  be  accompanied  by  a  certificate  of  an  officer, 
with  his  official  seal  attached,  of  the  county  and  State  of 
which  the  applicant  claims  to  be  a  citizen,  that  such  appli- 
cant was,  at  the  time  of  making  such  application,  an  actual 
and  bona  fide  resident  of  said  county,  and  had  been  such 
resident  for  a  period  of  not  less  than  six  months  next  pre- 
ceding. • 
But  this  provision  shall  not  apply  to  persons  who  mav  26  stat.  l.,  236; 

Sup  R  8    vol  1 

be  in  the  service  and  seek  promotion  or  appointment  in  2d  ed.,'p.*772,  * 
other  branches  of  the  Government.     *     *     *  ^^'  ' 


Certificate  of  county  officer  in  application 
for  examination. — The  words  "depart- 
mental service'*  and  **the  service,**  as 
used  in  the  proviso  in  that  part  of  the 
legislative,  executive,  and  judicial  appro- 
priation act  of  July  11,  1890,  chapter 
667,  which  relates  to  the  Civil  Service 
Commission,  mean  the  classified  civil 
service  aa  established  by  sections  163 
and  167,  Revised  Statutes,  and  section  6 
of  the  act  of  January  16, 1883,  chapter  27. 

The  words  in  the  same  proviso,  viz, 
"Promotion  of  appointment  in  other 
branches  of  the  Government,**  signify 
promotion  or  appointment  in  the  cla£»i- 


fied  service  of  some  other  department 
than  that  to  which  the  applicant  may 
belong. 

Seinble,  That  an  application  for  a  trans- 
fer is  not  within  the  exception  of  the 
proviso. 

Congress  not  having  designate<i  in  the 
proviso  any  particular  county  oflScer  or 
oflScers  who  may  make  the  certificate 
required  to  accompany  the  application, 
this  matter  must  be  presumed  to  have 
been  left  as  a  subject  for  regulation  by 
the  Civil  Service  Commission.  (Opinion 
of  Aug.  2,  1890,  Vol.  XIX,  Op.  Att*y- 
Gen*l,  p.  624.) 
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Authority  of  tlie  Commission  to  prescribe 
certain  TegutaHoM  respecting  legal  resi- 
dence,— If  the  constniction  given  to  the 
words  in  the  Commiesion's  order  of 
March  7,  1893,  viz,  "actaally  living  and 
residing  in  and  having  his  or  her  place 
of  abode,"  involves  narrowing  the  statu- 
tory requirement  of  ''actual  bona  fide 
residence,*'  then  it  is  a  regulation  which 
the  Commission  has  no  authority  to 
make.  Attorney-General  Miller,  in  his 
opmion  of  April  1,  1891,  construing  the 
words  "actual  bona  fide  resident,"  con- 
tained in  the  act  of  July  11,  1890,  held 
that  these  words  did  not  necessarily  re- 
quire actual  bodily  presence.  The  order 
of  the  Commission  does  require  actual 
bodily  presence,  except  in  the  four 
classes  of  cases  specified  therein,  and  is 
therefore  a  narrowing  of  the  statutory  re- 
quirement of  "actual  bodily  residence," 
and  to  this  extent  unauthorized.  ( Att'y- 
Gen'l,  Opinion  of,  Aug.  29,  1893.) 

Actual  bona  fide  residence. — Just  what 
constitutes  an  actual  bona  fide  resident 
is  not  always  easy  to  determine.    That  a 


man  may  have  an  actual  boi 
dence  in  one  place  and  be  b< 
therefrom  for  months  and  ev< 
gether  is  certainly  true.  In 
Government  official.  Soch 
liable  to  all  the  burdens  of  re 
citizenship  at  home. 

A  person  who  leaves  his  k 
of  the  States,  with  his  fami 
gages  in  business,  public  or 
the  District  of  Columbia,  oi 
denies  bis  liability  to  the  bai 
idence  at  his  former  State  h' 
not  an  actual  bona  fide  resid 
place.  Claim  to  vote  in  the 
which  he  came  would  not  i 
proper  applicant  for  the  € 
provided  for  in  this  section, 
purpose  of  the  act  to  discrimi 
persons  of  the  latter  class,  p 
claim  the  benefit  of  State  dti: 
disclaim  or  fail  to  discharge 
obligations  of  such  State  ref 
citizenship.  (Att'y-Gen'l, 
Apr.  1.  1891.) 


Oaths,  when 

administered  by 

officer. 

R.  8.,  88. 182, 188. 

2  Mar.,  1901,  81 

Stat.  L..  951,  c. 

809,8.3;2Supp., 

1627. 

U.  8.  V.  Graff. 

14  Blatcli.,  381,26 

Fed.Ca8.,l. 


Annual  reports 
to  CongresH. 
Actof  July  11, 
1890,  sec.  2. 
28  Stat.  L.,  268: 
8up.  R.  8.,  vol.  1, 
2d  ed.,  p.  778, 
sec.  2. 


Monthly  reports 
to  heads  of 
Departments. 
Act  of  Mar.  15, 
1888,  sec.  7. 


Any  officer  or  clerk  of  any  of  the  Department! 
detailed  to  investigate  frauds  on,  or  attempts  to 
the  Government,  or  any  irregularity  or  misc 
any  officer  or  agent  of  the  United  States,  and  a 
of  the  Army  detailed  to  conduct  an  investigatioi 
recorder,  and,  if  there  be  none,  the  presiding 
any  military  board  appointed  for  such  purpose,  i 
authority  to  administer  an  oath  to  any  witness 
to  testify  or  depose  in  the  course  of  such  investi 

*  *    *    That  hereafter  it  shall  be  the  dul 
heads  of  the  several  Executive  Departments  of 
ernment  to  report  to  Congress  each  year  in  the  ai 
mates  the  number  of  employees  in  each  bureau 
and  the  salaries  of  each  who  are  below  a  fair  st 
efficiency. 

*  *  *  Hereafter  it  shall  be  the  duty  of  tl 
each  Executive  Department  to  require  monthly 
be  made  to  him  as  to  the  condition  of  the  public 
in  the  several  bureaus  or  offices  of  his  Depa 
Washington;  and  in  each  c«ase  where  such  repon 
that  the  public  business  is  in  arrears,  the  head  o 
partment  in  which  such  arrears  exist  shall  requii 
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^ded  herein,  an  extension  of  the  liours  of  service  to  such 
olerks  or  employees  as  may  be  necessary  to  bring  up  such 
cirrears  of  .public  business. 

Hereafter  it  shall  be  the  duty  of  the  head  of  each  Execu-  ^^^^S^, 
t,\ye  Department,  or  other  Government  establishment  at|^^^|-5^'5*;  2 
^he  seat  of  government,  not  under  an  Executive  Depart- 1^^-^^^  p- "^^ 
ment,  to  make  at  the  expiration  of  each  quarter  of  the 
£scal  year  a  written  report  to  the  President  as  to  the  con- 
dition of  the  public  business  in  his  Executive  Department 
or  Government  establishment,  and  whether  any  branch 
thereof  is  in  arrears. 

Laborers  shall  be  employed  in  the  several  navy -yards  SSoMJ^tSy?' 
by  the  proper  officers  in  charge  with  reference  to  skill  and  ^§^^1544^  ^^  g 
efficiency,  and  without  regard  to  other  considerations. 

Whenever  any  person  is  elected  or  appointed  to  any  ^^^1.°*^^' 
office  of  honor  or  profit  either  in  the  civil,  military,  or  f^-^f*  "•  ^^^' 
naval  service,  except  the  President  of  the  United  States,  statf^L.',  ^'.^ 
he  shall,  before  entering  upon  the  duties  of  his  office,  MonafS.^^i).^'., 
take  and  subscribe  the  following  oath:  ""I,  A  B,  do  sol-  iSJnm«>n^!u. 
emnly  swear  (or  affirm)  that  I  will  support  and  defend  the  ig  i^^  op.?i82; 
Constitution  of  the  United  States  against  all  enemies,  for-  lg4;^28^'A?S*.'o^; 
eign  and  domestic;  that  I  will  bear  true  faith  and  alle-  ^^• 
giance  to  the  same;   that  I  take  this  obligation   freely 
without  any  mental  reservation  or  purposes  of  evasion; 
and  that  I  will  well  and  faithfully  discharge  the  duties  of 
the  office  on  which  1  am  about  to  enter.     So  help  me 
God."     But  nothing  in  this  section  shall  affect  the  oath 
prescribed    by   law  in   relation   to   the  performance  of 
duties  in  special  or  particular   subordinate  offices  and 
employments. 

The  oath  of  office  required  by  the  preceding  section  who  may 
may  be  taken  before  any  officer  who  is  authorized  either  r.s.. 8.1768*. 
by  the  laws  of  the  United  States  or  by  the  local  munici-  u.  s.,  40  Fed*. 
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pal  law  to  administer  oaths  in  the  State,  Territory,   orG.0p.,6ii. 
District  where  such  oath  may  be  administered. 
The  chief  clerks  of  the  several  executive  departments  S?^®f,<^!f',^^ 

^  directed  to 

and  of  the  various  bureaus  and  offices  thereof  in  Wash- »?"ii"*«^«'»'o*^h 

01  oince. 

ington,  District  of  Columbia,  are  hereby  authorized  and  29^11^,1^,26 
directed,  on  application  and  without  compensation  there-  «20;  1  supp.,  791. 
for,  to  administer  oaths  of  office  to  employees  required  to 
be  taken  on  their  appointment  or  promotion. 

*     *     *    The  clerks  in  the  Departments  shall  be  ar-  of"  epa?t*ment 
ranged  in  four  classes,  distinguished  as  the  first,  second,  ^^q^\  ^gg 
third,  and  fourth  classes.^  ^^^^  March  3. 

a  See  page  69. 
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and  employee?"     ^^®  annual  Salaries  of  clerks  and  employees   in  the 
R  s  ^?*i67^^'^'**  Departments,  whose  compensation  is  not  otherwise  pre* 

scribed,  shall  be  as  follows: 
20  A.  Q.  Op.,  First.  To  clerks  of  the  fourth  class,  eiefhteen  hundred   . 

716;  21  A.  G.  Op.,    ,    ,.  i       f^ 

167.  dollars. 

Second.  To  clerks  of  the  third  class,  sixteen  hundred  - 
dollars. 

Third.  To  clerks  of  the  second  class,  fourteen  hundred  J 
dollars. 

Fourth.  To  clerks  of  the  first  class,  twelve  hundred  J 
dollars. 
Houra  of  AH  the  bureaus,  offices  in  the  different  Departments,  and — 

business.  , 

R.  8.,  8. 162.         other  Government  establishments  at  the  seat  of  cfovem — 

8  Mar.,  1893. 27  .      ,,  ,  i.  i  .  i.      i  ,  i .      ,         . 

Stat.  L.,  715,  c.  ment  shall  be  open  for  the  transaction  of  the  public  busi — 

211,  8.  5;  2  Supp.,  xi^  1  iii-L  ij 

129.  ness  at  least  seven  and  one-half  hours  each  dav,  except— ^ 

15  Mar.,  1898,30  J^  r 

Stat.  L.,si6,c.  68,  Sundays  and   days  declared  public  holidays   by  law  or 

8.  7;  2  Supp.,  129. 

iiixecutive  order. 

Hereafter  it  shall  be  the  duty  of  the  heads  of  the  several 
Executive  Departments,  in  the  interest  of  the  public  serv- 
ice, to  require  of  all  clerks  and  other  employees,  of  what- 
ever grade  or  class,  in  their  respective  Departments,  not 
£**the  Executive  '®®^  thsLii  scvcu  hours  of  labor  each  day,  except  Sundays 
Acto?Mar^i5     ^^^  ^^^'^  declared  public  holidays  by  law  or  Executive 
1898,  sec.  7.         order:  Provided^  That  the  heads  of  the  Departments  may, 

by  special  order,  stating  the  reason,  further  extend  the 
hours  of  any  clerk  or  employee  in  their  Departments, 
respectively ;  but  in  case  of  an  extension  it  shall  be  without 
additional  compensation :  Provided  further^  That  the  head 
Leaves  of  of  any  Department  may  erant  thirty  days'  annual  leave 

absence.  j  tr  j    g  j  *7 

with  pay  in  any  one  year  to  each  clerk  or  employed:  And 
provided  further^  That  where  some  member  of  the  imme- 
diate family  of  a  clerk  or  emplo3^ee  is  afflicted  with  a  con- 
tagious disease  and  requires  the  care  and  attendance  of 
such  employee,  or  where  his  or  her  presence  in  the  Depart- 
ment would  jeopardize  the  health  of  fellow-clerks,  and  in 
exceptional  and  meritorious  cases,  where  a  clerk  or  em- 
ployee is  personally  ill,  and  where  to  limit  the  annual  leave 
to  thirty  days  in  anj^  one  calendar  year  would  work  pecu- 
liar hardship,  it  may  be  extended,  in  the  discretion  of  the 
head  of  the  Department,  with  pay,  not  exceeding  thirty 
days  in  any  one  case  or  in  any  one  calendar  year. 

This  section  shall  not  be  construed  to  mean  that  so  long 

2LS  a  clerk  or  employee  is  borne  upon  the  rolls  of  the  De- 

s?fp^R^s^vo^^2*  partment  in  excess  of  the  time  herein  provided  for  or 

isT^sec  7^)  '^'  g^a^t'^d  that  he  or  she  shall  be  entitled  to  pay  during  the 
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of  such  excessive  absence,  but  that  the  pay  shall 
pon  the  expiration  of  the  granted  leave. 
*    Provided^  That  the  thirty  days'  annual  leave  of  Act  of  Feb.  24, 

•    I  •  1       1  1  1  lo99,  WC*  4. 

B  With  pay  m  any  one  year  to  clerks  and  employees  (sosut  l.,  890; 

T^  *  •  ¥-^  1  •         1  1  •  Sup.  K.  8.,  vol.  2 

several  Executive  Departments  authorized  by  exist-  [No.  8],  pp.  9*6, 
7  shall  be  exclusive  of  Sunda^^s  and  legal  holidays. 


of  labor  in  Civil  Senrice  Commis- 
he  Commission  not  being  an  Ex- 
>epartment,  this  section  does  not 
it  or  to  its  employees.  (Opinion 
\,  1898;  22  Op.  Att'y-GenM,  62.) 

of  labor  in  Executive  Depart- 
**  Every  Saturday  after  12  o'clock 
B  a  holiday  for  all  purposes  within 
rict  of  Columbia,  and  is  therefore 
,he  **days  declared  public  holi- 
law ''  within  the  meaning  of  the 
regulating  the  number  of  hours 

which  must  be  required  of  all 
ad  employees  in  the  Executive 
lents.  Consequently,  heads  of 
lents  are  not  obliged  to  require 
such  clerks,  etc.,  after  the  hour 
on  Saturdays. 

I  of  Departments  must  require  at 
en  hours'  labor  of  all  their  clerks 
er  employees  every  day  in  the 
%pt  Sundays  and  days  declared 
lidays  by  section  1389  of  the  Code 
Mstrict  of  Columbia,  and  during 
led  leave;  and,  if  the  public  serv- 
ires  it,  the  hours  of  labor  may  be 
d  by  special  order  and  may  in- 
dlidays  as  well  as  ordinary  days. 
Q  of  Aug.  15,  1903;  25  Op.  Att'y- 
0.) 

rMotion  of  per  diem  employees  for 
while  absent  with  leave. — Per  diem 
»e8  are  not  entitled  to  compensa- 
l^al  holidays  while  they  are  ab- 
m  duty  with  leave.  (Vol.  9,  p. 
of  Compt.  Treas. ) 
^employees  of  the  Government  Prinl- 
*for  Sundays  and  holidays  while  on 
The  per  diem  employees  of  the 
nent  Printing  Office  are  entitled 
ame  pay  while  absent  with  leave 
y  that  they  would  receive  if  at 
iring  the  same  period.  Therefore 
J  not  entitled  to  pay  for  Sundays, 
mtitled  to  pay  for  legal  holidays. 
p.  24,  Dec.  of  Compt.  Treas. ) 


Pay  of  employee  of  the  Government  Print- 
ing Office  for  accrued  leave  of  absence, — 
Under  the  act  of  June  11,  1896,  which 
provides  for  leaves  of  absence  to  employ- 
ees of  the  Government  Printing  Office,  an 
employee  who  resigned  after  having 
served  a  fractional  part  of  a  year  is  enti- 
tled to  pay  for  the  pro  rata  leave  accrued 
but  not  taken  by  him  at  the  time  of  his 
resignation.  (Vol.  10,  p.  472,  Dec.  of 
Compt.  Treas.) 

Pay  while  on  leave  of  absence, — An  em- 
ployee of  the  Post-Office  Department  who 
was  granted  leave  of  absence  until  further 
notice,  pending  an  investigation  of  his 
office,  is  entitled  to  the  salary  of  his  office 
while  so  absent,  n6t  to  exceed  thirty 
days,  exclusive  of  Sundays  and  legal  hol- 
idays. (Vol.  9,  p.  724,  Dec.  of  Compt. 
Treas.) 

Additional  compensation  for  services  ren- 
dered outside  of  office  hours, — An  employee 
in  the  Office  of  the  Supervising  Architect 
is  entitled  to  compensation  for  services 
rendered  outside  of  office  hours  for  the 
National  Bureau  of  Standards,  which 
were  distinct  !rom  his  duties  as  such  em- 
ployee.    (Vol.  9,  p.  274.) 

The  Geological  Survey  is  authorized  to 
employ  an  electrician  of  the  Treasury  De- 
partment to  render,  outside  of  office 
hours,  services  which  are  distinct  from 
his  duties  as  an  employee  of  that  Depart- 
ment, and  to  compensate  him  therefor. 
(Vol.  9,  p.  620. ) 

The  Geological  Survey  is  authorized  to 
employ  an  engraver  of  the  Hydrographic 
Office,  Navy  Department,  to  render,  out- 
side of  office  hours,  services  which  are 
distinct  from  his  duties  as  an  employee 
of  that  Department,  and  to  compensate 
him  therefor.  (Vol.  9,  p.  732,  Dec.  of 
Compt.  Treas.) 

Deduction  from  annual  leave  of  absence  of 
(•mployees  of  naval  gun  factories  on  account 
of  sickness, — Under  the  provision  in  the 
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act  of  February  1,  190S,  that  absence  on 
account  of  sickness  of  employees  of  the 
navy-yards,  gun  factories,  naval  stations, 
and  arsenals  of  the  United  States  Gov- 
ernment shall  be  deducted  from  their  an- 
nual leave,  such  an  employee  so  absent  is 
entitled  to  pay  for  so  much  of  the  time 
he  was  absent  on  account  of  sickness  as 
equals  the  accrued  pro  rata  leave  due  him 
at  the  time  of  his  return.  ( Vol.  9,  p.  606, 
Dec.  of  Compt.  Treas. ) 

Computing  payment  of  salary  for  frac- 
tional part  of  a  month. — ^Where  an  em- 
ployee performs  service  from  the  1st  to 
the  16th  of  a  31 -day  month,  is  absent 
on  leave  from  the  16th  to  the  29th,  inclu- 
sive, and  renders  service  on  the  30th  and 
3l8t,  she  will  be  entitled  for  her  services 
on  the  30th  and  3l8t  to  two  days'  pay. 
(Vol.  11,  pt.  1,  p.  122,  Dec.  of  Compt. 
Treas.) 

Absence  on  military  duty. — The  time  em- 
ployees of  the  Government  may  be  en- 
gaged in  any  form  of  military  duty  can 
not  be  charged  against  the  thirty  days' 


annual  leave  they  are  entitled  ta 
21  Op.  Att'y-Gen'1,353.) 

Discretion  of  head  of  Depax 
***  *  *  it  is  discretionary  f 
heads  of  the  Departments  to  gn 
fuse  leaves  of  absence;  and  the 
of  such  discretion  can  not  be  all 
judicial  decision.  All  absence 
the  consent  of  the  head  of  a  Dei 
is  without  pay,  and  absence  with 
mission  of  the  head  of  the  Depar 
subject  to  such  conditions  and  lin 
as  may  be  imposed  by  the  a 
granting  the  leave."  (Hurlbnrt 
(1896),  30  a.  CI.,  16.) 

Leave  not  extendedy  except  for  ti 
*'  Heads  of  Departments  and  the 
tive  of  the  United  States  are,  a 
hibited  *  *  *  from  granting 
of  absence  to  Department  clei 
pay  and  without  charging  tl 
against  the  period  of  absence  allc 
nually  by  law  in  every  case  exc 
of  the  sickiiess  of  the  clerk  cone 
(1892,  20  Op.  Att'y-Gen'l,  303.) 


PROHIBITORY  STATUTES"    WmiOUT  PENALTIES 


i^^D^^rto^nte^  It  shall  not  be  lawful  for  any  person  appointed  ai 
^uims'Jrrth^m^  ^^^^  ^*^y  ^^  June,  One  thousand  eight  hundred  and  sc 
^  AG '  0^*695-  ^^^'  *^  *^  officer,  clerk,  or  employee  in  any  of  t 
26 A.  G.  Op., 6.     partments,  to  act  as  counsel,  attorney,  or  agent  for 

cuting  any  claim  against  the  United  States  whi< 
pending  in  either  of  said  Departments  while  he  wj 
officer,  clerk,  or  employee,  nor  in  any  manner,  nor 
means,  to  aid  in  the  pro.secution  of  any  such  claim, 
two  years  next  after  he  shall  have  ceased  to  be  such 
clerk,  or  emploj'ee. 


Prosecution  of  claims  by  former  officer , 
etc.f  of  Civil  Service  Commission. — The  in- 
hibitions contained  in  section  190,  Re- 
visecl  Statutes,  respecting  the  prosecution 
of  claims  against  the  United  States,  are 
not  applicable  to  the  United  States  Civil 
Service  Commission,  its  officers,  clerks,  or 
employees,  said  Commission  not  being 
comprehended  within  the  term  "Depart- 
ment "  as  used  in  that  section. 


Mr.  A.  R.  Serven,  formerly  ( 
aminer  of  the  United  States  Civi 
Commission,  if  not  otherwise  disq 
is  entitled  to  be  enrolled  as  an 
for  the  prosecution  of  claims  agi 
United  States  before  the  Treat 
partment.  (Opinion  of  July  11, 
Op.  Att'y-GenM,  6.) 


a  Many  statutes  affecting  the  public  service  declare  certain  acts  unlawful,  and  yet  i 
penalty  for  their  violation.  The  efficiency  of  administrative  divsclpllne  and  the  rec<^nixed 
acts  done  in  violation  of  law  is  considered  sufficient  for  their  enforcement.  For  convenJ 
are  grouped  under  the  above  de^iignatiou. 
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*    *    *    Hereafter  no  Department  or  officer  of  the  ^^^^^^"  <^' 
United  States  shall  accept  voluntary  service  for  the  Gov-  SSewenciS*^  *** 
emment  or  employ  personal  service  in  excess  of  that  ^*^^^^£f  y.®^ 
authorized  by  law  except  in  cases  of  sudden  emergency  |a^;fj,f,i27?a  ^' 
involving  the  loss  of  human  life  or  the  destruction  of 
property. 

The  establishment  of  a  civil  pension  roll  or  an  honor-  J^n!^*^^  pengion 
able  service  roll,  and  the  exemption  of  any  of  the  officers,  Itaf u.8»?c!i«^ 
clerks,  or  persons  in  the  public  service  from  the  existing  *•  ^''  ^supp.,  946. 
laws  respecting  employment  in  such  service  is  hereby 
prohibited. 

That  no  civil  officer,  clerk,  draughtsman,  copyist,  mes-  ^rmutel?^^*"' 
senger,  assistant  messenger,  mechanic,  watchman,  laborer,  S^fic"**^" 
or  other  employee  shall    *    *    *     be  employed  in  any  Act^/Aug.^?* 
of  the  Executive  Departments  or  subordinate  bureaus  or  ^®*^' ^^•*' 
offices  thereof  at  the  seat  of  government,  except  only  at 
such  rates  and  in  such  numbers,  respectively,  as  may  be 
specifically  appropriated  for  by  Congress  for  such  clerical 
and  other  personal  services  for  each  fiscal  year;  and  no  civil 
officer,  clerk,  draughtsman,  copyist,  messenger,  assistant 
messenger,  mechanic,  watchman,  laborer,  or  other  em- 
ployee shall  hereafter  be  employed  at  the  seat  of  govern- 
ment in  any  Executive  Department  or  subordinate  bureau 
or  office  thereof  or  be  paid  from  any  appropriation  made 
for  contingent  expenses,  or  for  any  specific  or  general  pur- 
pose, unless  such  employment  is  authorized  and  payment 
therefor  specifically  provided  in  the  law  granting  the  ap- 
propriation, and  then  only  for  services  actually  rendered  in 
connection  with  and  for  the  purposes  of  the  appropriation 
from  which  payment  is  made,  and  at  the  mte  of  compen- 
sation usual  and  proper  for  such  services;    *     *     *    all  JJf^^JJj  fo^Suty 
details  of  civil  officers,  clerks,  or  other  subordinate  em-  o/cllkimbia^*^* 
ployees  from  places  outside  of  the  District  of  Columbia  for 
duty  within  the  District  of  Columbia,  except  temporary 
details  for  duty  connected  with  their  respective  offices,  be, 
and  are  hereby,  prohibited;  and  thereafter  all  monevsaccru-  Lapsed  salaries. 

"22  otat  L    256' 

ingf  rom  lapsed  salaries,  or  from  unused  appropriations  for  sup.  r.  s.Vvoi.'i, 
salaries,  shall  be  covered  into  the  Treasury.  sec.  4.' 

Employment  of  an  additional  derk  to  the  gress,  the  employment  of  a  confidential 

Secretary  of  the  Navy. — Under  the  provi-  (jlerk  to  the  Secretary  of  the  Navy  in  ad- 

sion  in  section  4  of  the  act  of  August  5,  dition  to  the  clerk  provided  for  in  the  act 

1882,  that  clerks  shall  not  be  employed  of  February  25,  1903,  is  not  authorized, 

in  any  of  the  Executive  Departments  un-  (Vol.   10,   Pt.   I,   p.   3,   Dec.  of  Comp. 

leas  specifically  appropriated  for  by  Con-  Treas. ) 


aSee  Glavey  i'.  U.  8.  (1900),  35  Ct.  Cls.,  242. 
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Employees  in  the  Executive  Departments 
not  specificaUy  provided  for. — The  provi- 
sion in  section  4  of  the  act  of  Augast  5, 
1882,  that  no  employee  shall  be  employed 
in  any  Executive  Department  or  be  paid 
from  any  specific  or  general  appropria- 
tion "unless  such  employment  is  author- 
ized and  payment  therefor  specifically 
provided'*  in  the  appropriation,  prohib- 
its tiia  employment  in  the  office  of  Naval 
War  Records  in  the  Navy  Department  of 
persons  employed  under  and  paid  from 
the  appropriation  for  increase  of  the 
Navy.  (Vol.  9,  p.  63,  Dec.  of  Compt. 
Treas.) 

Payment  of  double  compensation  to  a  per- 
son holding  two  appointments  at  the  same 
time, — Where  a  person  who  holds  a  Fed- 
eral position  with  a  fixed  salary  or  com- 
pensation is  appointed  to  another  inde- 
pendent place  or  position,  the  holding  of 
which  is  not  incompatible  with  the  hold- 
ing of  said  prior  place,  he  is  not  entitled 
to  compensation  for  such  second  position 
unless  the  salary  or  compensation  thereof 
was  fixed  by  law  or  regulation  prior  to 
his  appointment  thereto.  (Vol.  10,  p. 
726,  Dec.  of  Compt.  Treas. ) 

Withholding  compensation  of  an  employee 
who  is  indebted  to  the  Government. — Section 
4  of  the  act  of  August  5, 1882,  having  pro- 
hibited the  detailing  of  civil  officers, 
clerks,  and  other  subordinate  employees 
from  places  outside  the  District  of  Co- 
lumbia for  duty  within  the  District  of 
Columbia,  the  detailing  for  duty  in  the 
office  of  the  Commi8sioner-(Teneral  of 
Immigration  at  Washington,  D.  C,  of  an 
immigrant  inspector  stationed  at  Alexan- 
dria, Va.,  is  not  authorized,  and  he  is 
not  entitled  to  compensation  while  so 
detailed. 

Under  the  provisions  of  section  1766, 
Revised  Statutes,  a  disbursing  officer  is 
authorized  to  withhold  payment  of  the 
compensation  of  an  employee  who  is  in- 
debted to  the  Government  on  account  of 
compensation  unlawfully  paid  him  under 
a  prior  appointment  until  the  amount 
withheld  shall  equal  said  indebtedness. 
(Vol.  10,  p.  288,  Dec.  of  Comp.  Treas.) 

Pay  of  a  retired  officer  of  the  Navy  con- 
tinued on  active  duty  as  chief  of  a  bureau. — 
An  officer  of  the  Navy  who,  on  transfer 


to  the  retired  list,  contio 
duty  as  Chief  of  the  Bore 
and  Accounts  is  entitled 
that  office  until  the  expiral 
of  appointment,  unless  01 
from  active  duty  as  chief  c 
(Vol.  10,  p.  56,  Dec.  of  Co 

Retired  army  officers. — A 1 
the  army  does  not  vacate  1 
by  accepting  a  civil  office, 
office  in  the  diplomatic  or 
ice,  in  which  latter  case  1 
garded  as  having  resigned  1 
Army.  From  the  general 
to  such  case  (contained  ii 
Revised  Statutes),  a  cert« 
tired  officers  described  in  tl 
3,  1875,  chapter  178,  are  « 

He  is  not  precluded  from 
office  w^hich  he  may  lawfu 
and  by  virtue  of  an  appoii 
office,  and  is  entitled  to  dr 
retired  officer  and  also  t 
vided  for  the  civil  office  du 
of  his  incumbency  of  th 
(Opinion  of  June  11,  1867, 
Att'y-Gen'l,  p.  306.  See 
tive,  executive,  and  judicia 
actof  July  31,  1894.) 

Army  officers — Restrictim 
citril  offices  not  applicable  i 
cers. — ^The  provisions  of  se 
vised  Statutes,  that  no  offi< 
on  the  active  list  shall 
office,  etc.,  applies  only  to 
officers.  An  army  officer 
list  is  one  not  only  active 
nently  engaged  in  the  mil 
the  Government.  While 
the  Volunteer  Army  may 
actively  engaged  in  the  n 
he  is  not  permanently  6( 
the  Government  does  no 
mand  a  complete  and  fini 
his  relations  with  civil  life 
June  10,  1898;  22  Att*y-Gi 

Incompatible  service — Oi 
ers. — The  provision  in  sec 
customs  administrative  a 
1890  (26  Stat.,  136),  direct 
eral  appraiser  "shall  not 
any  other  business,  avocat 
ment  **  is  not  applicable  t< 
general  appraiser  detailed 
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of  the  Treasury  withont  additional 
ipensation  as  *'  an  expert  to  represent 
United  States  in  the  international 
commission  for  the  conversion  of  the 
present  Chinese  tariff  into  specific  rates." 
Tiiat  provision  in  connection  with  other 
provisions  of  the  law  means  that  sach 
officer  can  not  hold  another  office  under 
the  Government  or  he  engaged  in  other 
incompatible  Government  service. 

There  is  no  incompatibility  between  the 
office  of  general  appraiser  and  the  special 
service  of  expert  for  which  such  officer 
was  detailed,  the  latter  service  being  a 
mere  employment  without  compensation 


and  not  an  office.     (Opinion  of  Apr.  2, 
1902,  24  Op.  Att'y-Gen'l,  12.) 

Office —  When  emphymerU  does  not  creale 
one, — An  act  of  Congress  authorizing  the 
expenditure  of  money  for  the  employ- 
ment of  a  competent  mathematician,  to 
supervise  the  completion  of  certain  tables 
of  planets,,  providing  no  permanency  to 
the  term,  no  requirement  that  the  person 
employed  shall  either  take  an  official  oath 
or  receive  a  commission,  and  no  formali- 
ties in  the  selection  of  such  an  employee, 
does  not  create  an  office.  ^Opinion  of 
Mar.  23,  1897,  p.  507,  Vol.  XXI,  Op. 
Att'y-Gen'l.) 


No  officer,  clerk,  or  employee  of  any  Executive  Depart-  offlTO?todhArge 
ment  who  is  also  a  notary  public  or  other  officer  author-  ^5^^^^ 
ized  to  administer  oaths  shall  charge  or  receive  any  fee^gtef'L^sTi  c 
or  compensation  for  administering  oaths  of  office  to  em- ®^' ^^"pP'*^^- 
ployees  of   such   department  required   to  be  taken  on 
appointment  or  promotion  therein. 


Executive  order  concerning  noiariee  public 
in  departments. — On  January  4,  1905,  the 
President  promulgated  an  order  forbid- 
ding, under  penalty  of  dismissal,  all  per- 
sons in  the  executive  service  of  the 
Government  who  are  notaries  public 
from  receiving  any  compensation  for  per- 
forming notarial  acts  in  any  matter  in 
which  the  Government  is  interested,  or 
for  any  person  when  in  the  case  of  such 


person  the  act  is  performed  during  the 
hours  of  such  notary's  service  to  the  Gov- 
ernment. This  order  does  not  apply  to 
oaths  required  by  law,  provided  that  the 
work  in  connection  therewith  is  not  per- 
formed during  office  hours.  On  March 
31,  1905,  this  order  was  followed  by 
another  declaring  that  the  order  of  Jan- 
uary 4,  1905,  did  not  apply  to  oaths  of 
disinterestedness. 


*     *    *    No  person  who  holds  an  office  the  salary  or  Jfflc^^?buwen 
annual  compensation  attached  to  which  amounts  to  the  J^^teJS'Xo?.' 
sum  of  two  thousand  five  hundred  dollars  shall  be  ap-  ^^.^  ^^  j^jy  gj 
pointed  to  or  hold  any  other  office  to  which  compensation  i8W»8ec.2. 
is  attached  unless  specially  heretofore  or  hereafter  specially  ^p^R.^;,^|  2 
authorized  thereto  by  law;    but  this  shall  not  apply  to  if^<*j£^P-^^2,8ec. 
retired  officers  of  the  Army  or  Navy  whenever  they  may  ^^J^^nth 
be  elected  to  public  office  or  whenever  the  President  shall  ^^^tive  order 
appoint  them  to  office  by  and  with  the  advice  and  consent  hJidiog  of  state 
of  the  Senate.  Sm?"  kvIS^ 

omces  by  pers 
holding  Federal  civil  offices. 


Executive  order  regulating  the  holding  of 
two  offices, — An  execntive  order  of  January 
17, 1873,  declares  that  **  persons  holding 
any  Federal  dvil  office  by  appointment 
under  the  Constitution  and  laws  of  the 
United  States  will  be  expected,  while  hold- 
ing such  office,  not  to  accept  or  hold  any 


offices  by  persons 
-    •  il    - 

office  under  any  State  or  Territorial  gov- 
ernment, or  under  the  charter  or  ordi- 
nances of  any  municipal  corporation." 
Exceptions  are  made  in  case  of  justices  of 
the  peace,  notaries  public,  commissioners 
of  deeds,  and  postmasters  whose  remune- 
ration does  not  exceed  $600  a  year. 
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The  order  woald  apply  to  the  office  of 
an  alderman  or  common  councilman  in  a 
city,  or  of  a  town  councilman  of  a  town  or 
village,  or  of  appointments  under  city, 
town,  or  village  governments,  whether 
with  or  without  compensation.  Positions 
on  boards  of  education,  school  committees, 
public  libraries,  religious  or  eleemosynary 
institutions,  professorships  in  colleges, 
and  mechanics  and  laborers  employed  by 
the  day  are  not  regarded  as  *  *  offices  * '  un- 


der the  order,  and  officers  of  the  Federal 
Government,  in  common  with  all  good 
citizens,  may  engage  in  such  service  if  the 
attention  required  does  not  interfere  with 
the  regular  and  efficient  dischanse  of  their 
duties  under  the  Federal  Government. 
Federal  officers  are  not  prohibited  from 
being  officers  of  the  militia,  or  from  ren- 
dering unpaid  service  in  local  or  munic- 
ipal fire  departments. 


No 

compensation 
for  extra 
servicea. 
R.  S.,  8. 1764. 
Stansbury  v.  U. 
8.,8Wall..33;U. 
8.  V.  Garlinger. 
169  U.S..  820; 
.  U.  8.  V.  Johnson, 
173    U.    8.,    863; 
U.    8.    V.     Van 
Duxel.  186  U.  8., 
281:  Strong  v.  U. 
8.,  34  Fed.  Rep., 
Hedrick  v.  U.  8., 


Act.  of 
22,1906. 
Sec.  5. 

Transfers. 


Jane 


Details. 
Sec.  6. 


No  allowance  or  compensation  shall  be  made  to  any 
officer  or  clerk,  by  reason  of  the  discharge  of  duties  which 
belong  to  any  other  officer  or  clerk  in  the  same  or  any 
other  department;  and  no  allowance  or  compensation  shall 
be  made  for  any  extra  services  whatever,  which  any  officer 
or  clerk  may  be  required  to  perform,  unless  expressly 
authorized  by  law. 

18;  Folger  v.  U.  8.,  18  Ct.  Cls..  86;  Landreau  v.  U.  8.,  16  Ct  Cls.,  74; 
16  Ct.  Cls.,  88;  Mathews  v.  U.  8.,  82  Ct  Cls.,  123. 

It  shall  not  be  lawful  hereafter  for  any  clerk  or  other 
employee  in  the  classified  service  in  any  of  the  Execu- 
tive Departments  to  be  transferred  from  one  Depart- 
ment to  another  Department  until  such  clerk  or  other 
employee  shall  have  served  for  a  term  of  three  years  in 
the  Department  from  which  he  desires  to  be  transferred. 

Hereafter  it  shall  be  unlawful  to  detail  civil  officers, 
clerks,  or  other  subordinate  emplo^^ees  who  are  author- 
ized or  employed  under  or  paid  from  appropriations  made 
for  the  military  or  naval  establishments,  or  any  other 
branch  of  the  public  service  outside  of  the  District  of 
Columbia,  except  those  officers  and  employees  whose 
details  are  now  specially  provided  by  law,  for  duty  in  any 
bureau,  office,  or  other  division  of  any  Executive  Depai't- 
ment  in  the  District  of  Columbia,  except  temporary  details 
for  duty  connected  with  their  respective  offices. 

PENAL  STATUTES.*' 


Perjury.  Scctiou  5392,  Rcvised  Statutes,  provides  that  any  per- 

johnsbn  43       ^^"  who,  after  taking  an  oath  that  any  material  matter  to 
J!J«^Law  Bep.,  which  he  testifies  or  subscribes  is  true,  such  oath  being 

taken  before  a  court  or  person  where  an  oath  is  authorized 
by  a  law  of  the  United  States,  willfully  and  knowingly 

a  Many  violations  of  the  civil  Rorvice  act  and  rules  for  which  no  penalty  is  therein 
expreNRly  prescribed  are  punishable  under  various  criminal  statutes.  When  the  act 
prohibited  by  such  statute  is  connected  with  the  execution  of  theciyil.8erTJoeaot 
and  rules,  it  is  within  the  province  of  the  Commission  to  inTeatfgate  Uie  facts,  and, 
if  sufficient,  to  recommend  prosecution. 
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mch  oath,  is  guilty  of  perjury.     Penalty,  a  fine 

ore  than  $2,000,  imprisonment  not  more  than  five 

hard  labor,  and  disqualification  from  giving  testi- 

a  United  States  court  while  the  judgment  stands. 

1  5393,  Revised  Statutes,  defines  the  procuration  subomationof 

Br  to  commit  perjury  as  subornation  of  perjury 

cribes  the  same  penalty  as  for  perjury. 

section  5396,  Revised  Statutes,  a  person  who  ojJJ^j^^^^ 
ly  swears  falsely  in  testimony  given  in  connec- 
h  any  naturalization  law   or  proceeding  there- 
liable  to  a  fine  of  $1,000  and  imprisonment  from 
re  years. 

section  5396,  Revised  Statutes,  it  is  entirely  suf-  indictment  for 

/  •^  perjury. 

set  forth  the  substance  of  the  offense  and  by  what 
d  before  whom  the  oath  was  taken,  averring  such 
person  to  have  had  authority  to  administer  the 
^ether  with  the  proper  averment  to  falsify  the 
'herein  the  perjury  is  assigned. 

section  5397,  Revised  Statutes,  an  indictment  for  JSbJSSSuon  2f 
le  is  sufficient  if  the  substance  of  the  offense  be  p«'3^*^- 
.     No  part  of  any  record  or  proceeding  in  which 
se  arose  need  be  set  out  in  the  indictment  nor  the 
ion  showing  the  authority  of  the  court  or  person 
horn  the  same  was  committed. 

s  the  specific  instances  covered  in  other  sections,  SJbfiJoffl^e^ 
481,  Revised  Statutes,  provides  that  every  officer 
nited  States  guilty  of  extortion  under  color  of  his 
iable  to  a  fine  of  five  hundred  dollars  and  impris- 
:or  one  year.    • 
;t  of  March  2,  1867,  i.  e.,  section  1546,  Revised  ,^*«gi^,„,  ,^ 

prohibits  the  solicitation  of  a  political  contribu-  n»vy-y«^". 
m   any  navy-yard   workingman   by  any   United 
icer  or  employee,  and  also  prohibits  their  removal 
ical  reasons.     Penalty — disniissal  from  the  public 

t  of  August  15,  1876,  section  6,  i.  e.,  19  Statutes  Poiiti<Mi 

y  .  .  contributions. 

5,  169,  prohibits  all  civil  officers  and  employees 
inted  by  the  President,  with  the  approval  of  the 
Tom  being  concerned  in  requesting  or  receiving 
g  of  value  for  political  purposes  from  any  other 
•  employee.  Penalty — dismissal  from  the  public 
nd  fine  of  five  hundred  dollars. 

ionalUy  of  act  of  August  15  ^  1876  ^     under  penalties  therein  mentioned ,  certain 

The  sixth  section  of  the  act  of     officers  of  the  Unite<l  States  from  request- 

1876,  chapter  287,  prohibiting,     ing,  giving  to,  or  receiving  from  any  other 
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oflScer  money  or  property  or  other  thing  matter    of    Newton  Martin   Curtis,   1 

of  value  for  political  purposes  is  not  un-  U.S.,  371,  printed  in  full  in  Fourth 

constitutional.     (Opinion  by  Chief  Jus-  port  U.  S,  Civil  Service  Commission, 

tice  Waite,  U.  S.  Supreme  Court,  in  the  642.) 


Solicitation  for 
gift  ♦"  superior. 


Bribery. 


Counterfeiting 
writing. 


Section  1784,  Revised  Statutes,  prohibits  (1)  Govenrr 
ment  employees  from  soliciting  contributions  from  f ello^iB 
employees  for  a  gift  to  official  superiors;  (2)  superiors 
from  receiving  any  gift  from  official  subordinates  receiiii 
ing  a  less  salary;  (3)  officers  or  clerks  from  making  a  gifl 
to  any  official  superior.  Summary  discharge  is  the  penaltj^ 
Under  section  1781,  Revised  Statutes,  both  the  givin^ 
and  receiving  in  any  manner  of  a  valuable  consideratio  r 
for  the  services  or  influence  of  any  public  officer,  including 
Members  of  Congress,  in  securing  any  contract,  office,  o* 
place  from  the  Government,  and  the  receivmg,  or  agreeing 
to  receive,  of  any  valuable  consideration  by  any  Membe 
of  Congress  for  his  sei'vices  or  vote  on  any  public  que^ 
tion  constitutes  bribery.  Penalty,  two  years'  imprison- 
ment and  fine  of  $10,000.  Any  such  contract  voidable  a 
option  of  President,  and  disqualification  of  the  offending 
officer  from  holding  public  office. 

By  section  5418,  Revised  Statutes,^  every  person  whc 
forges  or  counterfeits,  publishes  as  true,  or  transmits  tc 
or  presents  at  the  office  of  any  officer  of  the  United  States 
any  writing  for  the  purpose  of  defrauding  the  Unitec 
States,  knowing  the  same  to  be  false,  shall  be  imprisone({ 
at  hard  labor  for  not  more  than  ten  years,  or  be  fined  noi 
more  than  $1,000,  or  both. 

By  section  5479,  Revised  Statutes,  every  person  con- 
cerned in  any  way,  either  as  principal  or  accessory,  in  thee 
commission  of  the  acts  prohibited  by  section  5418,  Revised! 
Statutes,  is  liable  to  the  same  penalty  as  therein  provided. 
Under  section  5440,  Revised  Statutes,  when  two  or 
uX, Oct.  n!  1904,  ^ore  persons  conspire  to  commit  an  offense  against  the 
S?s!^vfo'Conneii  United  States,  or  to  defraud  the  same  in  any  way,  and  any 
Court,  E.Dist^^*  ^^  ^^^^  parties  do  an  act  in  furtherance  thereof,  all  the 
not^reported!*^'  parties  are  guilty,  and  liable  to  a  penalty  of  one  thousand 
re^rt^f*^'^' "^^  dollars  fine  and  two  years  imprisonment. 

a  CUaHons.—\J.  S.  v.  Lawrence.  13  Blatch.,  211-218;  Croes  v.  N.  C,  182  U.  S.,  188; 
U.  S.  r.  Albert,  45,  Fed.  Rep.,  554;  U.  S.  v.  Delany  et  al.,  82  Fed.  Rep.,  888;  U.  8.  «. 
Colladay.  29  Wash.  Law  Rep.,  532-^534;  V.  S.  r.  Bates,  Judge  Barnard,  not  reported; 
U.  S.  V.  Ochsenwald,  Judge  Butler,  not  reported;  U.  S.  r.  Curley,  Supreme  Court. 
Oct.  17, 1904.  not  reported;  U.  S.  r.  O'Connell  el  al.,  U.  S.  Dlst  Court,  E.  dlst  N.  Y^ 
Oct.  12, 1903,  not  reported;  U.  S.  v.  Lyon,  not  reported. 


Accessory  in 

counterfeiting 

writing. 


Conspiracy. 
U.  S.  r.  Curley, 


CIVIL  SERVICE  RULES  PROMULGATED  BY  THE 
PRESIDENT,^  AND  LEGAL  DECISIONS,  WITH 
NOTES  BY  THE  COMMISSION.* 

A<t,8ec.2,  par.i.      j^  ^he  exercise  of  power  conferred  by  the  Constitution, 
jp^nmoigating     by  section  1753,  R.  S.,  and  by  the  civil-service  act  of  Jan- 
uary 16,  1883,  the  President  promulgates  the  following 
rules  in  lieu  of  those  promulgated  May  6,  1896,  and  the 
amendments  thereof: 


Older. 


Rules  of  farmer  Executives  binding  until 
vtpealed. — It  is  a  rule  which  each  Admin- 
istration has  prescribed  to  itself  to  con- 
sider the  acts  of  itd  predecessors  conclusive 
mo  tax  aa  the  Executive  is  concerned.  If 
sfc  decision  in  a  case  made  eight  years  ago 
isnder  a  former  Executive  is  open  for 
i^view  and  revisal,  the  same  principle 
^^U  open  decisions  made  during  the 
f^reeidency  of  Washington,  and  keep  the 


acts  of  the  Executive  perpetually  unset- 
tled and  afloat.  (Opinion  of  Oct.  1, 1825, 
2  Op.  Att'y  GenM,8.) 

Acts  of  prior  Adminiktrations  final. — It  is 
a  settled  rule  of  administrative  practice 
that  the  official  acts  of  a  previous  Admin- 
istration are  to  be  considered  by  its  suc- 
cessor as  final,  so  far  as  the  Executive  is 
concerned.  (Opinion  of  Mar.  20,  1877, 
Vol.  XV,  Att'y-Gen'l,  Op.,  p.  208.) 


Rule  I. — Politics  and  Religion. 

^theiecSons^       1.  No  persou  in  the  executive  civil  service  shall  use  his 
-^ct.iec.2,  pftr.6.  oflScial  authority  or  influence  for  the  purpose  of  interfer- 
ing with  an  election  or  affecting  the  result  thereof. 

In  consideraHon  of  fixity  of  tenure  and  of 
^"tppoitUment  in  no  way  due  to  political  con- 
'^derations^  the  man  in  the  classified  service^ 
^%rhile  retaining  his  right  to  vote  as  he 
S>lc8sesand  to  express  privately  his  opin- 
ions on  all  political  subjects,  ''should  not 
^■ake  any  active  part  in  political  manage- 
wment  or  inpoliHccU  campaigns^  for  precisely 
'tJie  same  reasons  that  a  judge,  an  army 


officer,  a  regular  soldier,  or  a  policeman 
is  debarred  from  taking  such  active  part." 
This  of  course  applies  even  more  strongly 
to  any  conduct  on  the  part  of  such  em- 
ployee so  prejudicial  to  good  discipline  as 
is  implied  in  a  public  attack  on  his  or  her 
superior  officers  or  other  conduct  liable 
to  cause  scandal.  *  *  *  Officeholders 
must  not  use  their  offices  to  control  political 


oPiomulgated  April  15, 1903,  and  revised  to  November,  1906.    A  compilation  of  the  civil-seryice  rules, 

c^iwdal  ordem,  and dasKifications,  from  May  7, 1883  (the  date  of  the  first  rules  under  the  civil-service 

ACtof  1888),  to  August  16, 1902,  will  be  found  at  page  161  of  the  Eighteenth  Report  of  the  Commission. 

A.  (nrther  compilation  from  August  16, 1902,  to  February  1, 1904,  will  be  found  at  page  194  of  theTwen- 

titth  Report,  and  each  subsequent  report  contains  a  similar  compilation  for  the  year  covered  by  it. 

^(>mttilhUum€djnvvi»Um  relating  to  appointment:  Art.  II,  sec.  2,  par.  2.  "  He  [the  President]  shall  have 

I*wer,  by  and  with  the  advice  and  consent  of  the  Senate,  to  make  treaties,  provided  two-thirds  of 

**>«  Senators  present  concur;  and  he  shall  nominate,  and,  by  and  with  the  advice  and  consent  of  the 

^Qate,  shall  appoint  ambassadors,  other  public  ministers  and  consuls,  judges  of  the  Supreme  Court, 

^^  *11  other  officers  of  the  United  States  whose  appointments  are  not  herein  otherwi.se  provided  for, 

**^^  which  shall  be  established  by  law;  but  the  Congress  may  by  law  vest  the  appointment  of  such 

*oferior  officers,  as  they  think  proper,  in  the  President  alone,  in  the  courts  of  law,  or  in  the  heads  of 

^^*P*rtments." 

*  •  •   "Congress  has  power  todistribute.at  its  pleasure,  the  appointment  of  inferior  officers  l>etween 

^*  Resident,  courts  of  law,  arid  head^  of  Departments,  or  to  vest  such  appointments  exclusively  in 

^^^  or  two  of  those  depoidtaries,  but  it  has  no  power  to  vest  appointments  elsewhere,  directly  or 

^O'llrectly."    (Opinion  of  Aug.  31, 1871;  13  Op.  Atty.  Gen.,  516. ) 

"The  head  of  a  Department  has  no  constitutional  prerogative  of  appointment  to  offices  independ- 
^^ly  of  the  legislation  of  Congress,  and  by  such  legislation  he  must  be  governed  not  only  in  making 
*PPointment«,  but  in  all  that  is  incident  thereto."    (U.  S.  v.  Perkins,  116  U.S.,  483.) 

S.  Doc.  396, 50-2,  pt  1 16  241 
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movemerUSf  mud  not  neglect  their  public 
duties,  must  not  cause  public  scandal  by 
their  activily.  *  *  *  (Letter  of  Presi- 
dent, June  13,  1902.  Twentieth  Report, 
p.  125. ) 

The  Postmaster-General,  on  October  1, 
1902,  issued  the  following  instructions  to 
the  officers  and  employees  of  the  Post- 
OflSce  Department: 

**As  to  political  activity,  a  sharp  line  is 
drawn  between  those  in  the  classified  and 
those  in  the  unclassified  servnce.  Post- 
masters or  others  holding  unclassified  po- 
sitionf)  are  merely  p|;ohibited  from  using 
their  ofiSces  to  control  political  move- 
ments, from  neglecting  their  duties,  and 
from  causing  public  scandal  by  political 
activity. 

"A  person  in  the  classified  service  has 
an  entire  right  to  vote  as  he  pleases,  and 
to  express  privately  his  opinions  on  all 
political  subjects,  but  he  should  take  no 
active  part  in  political  management  or  in 
political  campaigns.'' 

The  Attorney-General,  in  a  letter  dated 
November  22,  1901,  addressed  to  all  oflS- 
cers  and  employees  of  the  Department  of 
Justice,  said: 

**The  spirit  of  the  civil-service  law  and 
rules  renders  it  highly  undesirable  for 
Federal  officers  and  employees  to  take  an 
active  part  in  political  conventions  or  in 
the  direction  of  other  parts  of  political 
machinery.  Persons  in  the  Government 
service  under  tliis  Department  should  not 
act  as  chainnen  of  political  organ! zation.«, 
nor  make  themselves  unduly  prominent 
in  local  politiciil  matters.  It  is  expec'te<l 
and  reijuired  that  all  officers  and  em- 
ployees of  this  Department  shall  act  in 
entire  conformity  with  the  views  herein 
set  forth." 

The  Gommiasion  believes  that  the  best 
interests  of  the  service  will  l>e  promoted 
by  the  nonparticipation  of  all  members 
of  its  boards  of  examiners  in  political  con- 


ventions or  in  the  work  of  politu 
mittees.  While  attendance  at  a 
convention  as  a  delegate,  or  men 
upon  a  political  committee,  Ib 
itself  a  violation  of  the  rules, 
activity,  if  sufiScient  to  impair  tu 
as  a  representative  of  the  Ck>mini 
sufiScient  cause  for  removal  froi 
bership  on  any  of  its  boards  of  exf 

The  influence  of  Federal  offia 
should  not  be  felt  in  the  manipu 
political  primary  meetings  and  n 
ing  conventions.     The  use  by  th 
cials  of  their  positions  to  compi 
selection  as  delegates  to*  political 
tions  is  indecent  and  unfair;  anc 
regard  for  the  proprieties  and 
ments  of  ofiScial  place  will  also 
their  assuming  the  active  condix 
litical  campaigns.      Individual 
and  activity  in  political  aftairs  ai 
means   condemned.      Officehold 
neither  disfranchised  nor  forbid 
exercise  of  political  privileges;  b 
privileges  are  not  enlai^ged  nor 
duty  to  party  increased  to  pemi< 
tivity  by  officeholding.     (£xtra 
Executive  instructions,  July  14, 

Soliciting  political  contribut 
means  of  a  letter  sent  to  a  Gov< 
employee  in  a  (xovemment  buildi 
the  opinion  of  the  Ck)mmi8sion,  a 
tion  in  that  building  within  the  i 
of  section  12  of  the  act. 

It  is  a  violation  of  section  12  ol 
for  a  Federal  ofiScial  to  permit  h 
to  appear  on  circulars  addressed 
such  officials  requesting  politica! 
butions.  (Opinion  of  October  1 
XXIV,  Op.  Atty-Gen'l.,  p.  133.) 

Tlie  conduct  of  an  oflSceholder 
ing  within  the  prohibitions  of  th< 
rules  is  a  matter  for  the  considei 
the  appointing  power,  in  which  t 
mission  can  not  interfere. 


In  an  order  of  Octol>er  1,  1904,  the  Recretarv  of  State  said: 


Officers  and  employees  of  this  Depart- 
ment *  *  *  are  prohibited  from  such 
active  participation  in  campaign  work  as 
is  incompatible  with  their  oflicial  duties. 
They   should   not  serve  on  committees 


chargeil  with  the  collection  and  c 
ment  of  political  funds,  but  they 
to  vote,  and,  in  a  proper  way,  to 
their  political  sentiments  and  pref 
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In  an  order  of  the  Commissioner  of  Internal  Revenue,  dated  Decem- 
ber 9, 1905,  addressed  to  collectors  of  internal  revenue,  the  Commis- 
ajoner  said: 


So  far  as  the  classified  service  is  con- 
cerned, employees  must  absolutely  refrain 
tiom  political  activity.  They  should  not 
aerve  on  political  committees,  nor  act  as 
election  officers,  nor  assist  in  canvassing 
districts  in  the  interest  of  any  party 
whatever  or  in  connection  with  any  other 
ioim  of  political  work.  *  *  *  Such 
employees  should  not  leave  their  place  of 
aangnment  of  duty  at  which  they  are 
working  during  office  hours  for  the  mere 


purpose  of  going  outside  of  the  premises 
to  be  consulted  concerning  or  to  pay  polit- 
ical subscriptions.  *  *  *  By  reason 
of  the  fact  that  political  parties  are  fre- 
quently, often  necessarily,  engaged  more 
or  less  in  the  collection  of  money  for  polit- 
ical .  purposes,  and  in  such  work  often 
secure  contributions  from  persons  in  the 
Federal  service,  it  is  not  deemed  wise  for 
collectors  or  their  deputies  to  be  mem- 
bers of  local  political  committees. 


2.  No  question  in  any  form  of  application  or  in  any  No^discioBurea 
examination  shall  be  so  framed  as  to  elicit  information  di«cnminaUon 

on  accouiit  of, 

concerning  the  political  or  religious  opinions  or  affiliations  political  or 
of  any  applicant,  nor  shall  any  inquiry  be  made  concern-  opinioM. 
ing  such  opinions  or  affiliations,  and  all  disclosures  thereof 
shall  be  discountenanced.     No  discrimination  shall  be  exer-  ^^^;^5  fj,d  i. 
cised,  thrieatened,  or  promised  by  any  person  in  the  exec- 
utive civil  service  against  or  in  favor  of  an  applicant, 
eligible,  or  employee  in  the  classified  service  because  of 
Lis  political  or  religious  opinions  or  affliations. 


An  appointing  officer  who  appoints  or 
lefuses  to  appoint  an  applicant  because 
the  applicant  does  or  does  not  entertain 
certain  political  opinions,  or  who  removes 
or  reduces  an  employee  because  that  em- 
ployee refuses  to  render  political  service, 
to  be  coerced  in  political  action,  or  to  con- 
tribute money  for  political  purposes,  vio- 
lates the  law. 


The  removal  of  a  laige  number  of  em- 
ployees of  the  same  political  faith  from 
an  office  will  be  presumed  to  have  been 
made  for  political  reasons,  and  the  bur- 
den is  upon  the  officer  making  the  re- 
movals to  show  that  just  cause  existed  for 
making  each  such  removal. 


3.  No  reconmiendation  of  an  applicant,  eligible,  or  em-  Recommenda- 

.  .       .,  ....  .    ^\  ,  '.        ^      ,.'    ,  tioDH  that  can 

l)loye  m  the  competitive  service  involving  a  disclosure  not  be 
of  his  political  or  religious  opinions  or  affiliations  shall  be 
considered  or  filed  by  the  Commission  or  by  any  officer 
concerned  in  making  appointments  or  promotions. 

It  Is  the  duty  of  officers  concerned  in  plicant,   eligible,   or  employee,  and    to 

^Ung  appointments  or  promotions  to  explain  to  the  writers  that  communica- 

'^^^  to  receive  or  consider  letters  dis-  tions  based  upon  such  grounds  will  not 

^ng  the  politics  or  religion  of  an  ap-  receive  attention  or  be  filed. 
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Rule  II. — Classification  of  the  Servto 


Extent  of 
classiflcation. 


1.  The  classified  service  shall  include  all  offi< 

employees  in  the  executive  civil  service  of  the 

States,  heretofore  or  hereafter  appointed  or  empl 

positions  now  existing  or  hereafter  to  be  created,  i 

Act,  sees. 6 and 7.  ever  function  or  designation,  whether  compensat 

fixed  salary  or  otherwise,  except  persons  employee 
as  laborers,  and  persons  whose  appointments  arc 
to  confirmation  by  the  Senate;  but  no  right  of  cl 
tion  shall  accrue  to  persons  whose  appointment  oi 
ment  to  classified  duties  is  in  violation  of  the  civil 
rules. 


Under  the  terms  of  the  classification 
orders,  all  employees  who  are  not  ap- 
pointed by  and  with  the  advice  and  con- 
sent of  the  Senate,  or  are  not  employed 
merely  as  laborers  or  workmen,  are  classi- 
fied and  subject  to  the  rules,  and,  if  not 
specifically  excepted  under  Schedule  A, 
are  subject  to  examination.  This  is  true 
without  regard  to  the  manner  of  com- 
pensation or  whether  the  employment  is 
permanent  or  temporary. 

Clasfdficcdion.  — Departmental  clerks 
whose  salaries  are  $900  or  $1,000  per  an- 
num, although  not  belonging  to  any  of 
the  classes  in  section  163,  Revised  Stat- 
utes, come  within  the  scope  of  the  act  of 
January  16,  1883,  chapter  27,  and  may 
be  classified  thereunder  for  the  purpose 
of  examination  into  one  or  more  classes, 
as  may  be  deemed  expedient.  If  the 
$900  to  $1,000  clerkships  are  constituted 
a  distinct  class,  a  promotion  from  such 
class  to  another  class  without  exam- 
ination, excepting  where,  in  conformity 
to  the  act,  the  person  to  be  promoted  is 
specially  exempted,  would  be  forbidden 
by  the  act  of  January  16,  1883.  To  be 
eligible  for  appointment  to  any  class 
(whether  by  promotion  or  otherwise)  the 
applicant  must  have  passed  an  examina- 
tion to  test  his  fitness  for  the  place. 
(Opinion  of  Nov.  9,  1883,  Vol.  XVII, 
Op.  Att'y-Gen'l,  p.  621.) 

Free-delivery  post-offices,  classification  of. — 
When  postal  rules  are  promulgated,  ex- 
tending the  classification  of  the  postal 
service,  made  by  the  Postmaster-General 


under  this  section,  to  the  ofl 
employees  in  any  free-delivery 
rules  apply  to  any  then  existin 
ture  delivery  oflSce.  When  f] 
ery  is  discontmued  at  a  post-oi 
office  ceases  to  be  under  the  ci^ 
rules.  (Opinion  of  Oct.  23,  181 
Att'y-Gen'l,  p.  613.  For  part 
the  case  leading  to  this  decisio 
307-309  of  the  17th  Report. ) 

Method  ofappoirUmetU  of  chiefs 
in  the  Department  ofStaie. — ^The  ci 
chiefs  of  bureaus,  and  translat 
Department  of  State  are  clerks  i? 
meaning  of  section  169  of  the 
Statutes;  chiefs  of  bureaus  in 
Department  '*  receive  the  same  < 
tion  and  exercise  the  functiont 
of  divisions, ' '  and  are  not  chiefs  < 
within  the  meaning  of  section  17 
Statutes.  These  ofiicials  are 
pointed  by  the  Secretary  of  i 
they  come  within  the  civil-servi 
rules.  (Opinion  of  June  4,  ] 
XXI,  Op.  Att'y-Gen'l,  363.) 

Special  examiners  of  the  Pension 
Special  examiners  of  the  Pensio 
authorized  to  be  appointed  by 
July  7,  1884,  chapter  331,  and  1 
of  March  3,  ISa'S,  chapter  3 
within  the  purview  of  the  cr 
act  of  January  16,  1883,  chapt< 
in  api)ointing  such  officers  the 
and  rules  thereunder  should  be 

The  office  of  special  examine 
created  bv  the  said  act  of  1885 
by  the  said  act  of  1884,  the  te 
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each  act  being  for  one  year  only.  (Opin- 
ion of  May  7,  1885,  Vol.  XVIII,  Op. 
^tt'y-GenM,  p.  172.) 

AppoirUnitni  before  clamficcdion. — T.  was 
appointed  a  railway  postal  clerk  by  the 
Postmaster-General  on  April  29,    1889, 
inthout  having  undergone  a  civil-service 
examination  (none  being  then  required 
lor  guch  appointment),  but  he  did  not 
take  the  oath  of  office  and  enter  upon  its 
duties  until  May  18,  1889.     In  the  mean- 
time,   namely,   on    May   1,  1889,  civil- 
senice  rules  for  the  Railway  Mail  Service 
went  into  effect,  requiring  an  examination 
thereunder  as  a  preliminary  to  making  an 
appointment  like  the  above:  Held,  That 
T.  was  l^ally  appointed  on  April  29; 
that  his  appointment  wa$;  complete  on 
that  date,  although  he  did  not  qualify  by 
taking  the  oath  of  office  until  afterwards, 
and  that  no  examination  under  the  civil- 
service  rules  w^as  required  in  his  case. 
(Opinion  of  Oct.  14,  1889,  Vol.  XIX,  Op. 
Att'y-Gen'l,  p.  410.) 

AppointmenU — Statutory  contiruction, — 
The  Superintendent  of  the  United  States 
Military  Academy,  in  making  theappoint- 
ments  of  engineer  and  assistant  engineer 
authorized  by  the  act  of  April  28,  1904 
(33  Stat.  L.,  445),  is  limited  in  his  selec- 
tion to  those  who  have  qualified  under 
the  civil-service  law  and  rules. 

When  a  general  law  prescribes  what 
persons  may  be  appointed  to  any  class  or 
kind  of  office  or  place,  the  time  or  man- 
ner of  their  appointment,  the  tenure  of 
their  office,  their  qualifications  or  the  test 
of  their  qualifications  and  fitness,  any  ap- 
pointment of  the  kind  thereafter  author- 
^^  must,  unless  otherwise  provided,  be 
'Qade  with  reference  to  and  in  conformity 
^ith  the  requirements  of  such  general  law. 
In  every  statute  authorizing  or  requir- 
'^K  a  certain  act  there  is  implied,  as  if 
^^ere  written,  the  direction  that  such  act 
"^^1  be  done  with  reference  to  and  in 
^Uformity  with  existing  laws  on  the  sulv 
i^ct.    (Opinion  of  Jan.  18, 1905;  25  Op. 
^tt»y.Gen'l,  341.) 

The  appropriation  act  of  March  3, 1905, 
^  providing  for  these  same  positions  used 
^e  words  **  to  be  selected  and  appointed 
V  the  Superintendent,''  Held,  That  the 


use  of  the  word  '* selected"  implied  an 
intention  on  the  part  of  Congress  to  ex- 
empt the  positions  from  the  operation  of 
the  civil-service  act  and  rules.  (Op. 
Att'y-Gen»l,  Apr.  28,  1905.) 

Construction  of  section  3,  act  of  April  £8, 
1902. — This  section  exempts  from  exam- 
ination such  employees  as  filled  positions 
at  the  time  of  the  passage  of  the  act  and 
transfers  the  positions  in  question  to  the 
classified  service.  Subsequent  vacancies 
must  be  filled  in  accordance  with  the  laws 
and  regulations  governing  appointments 
to  the  civil  service.  (Opinion  of  June 
23,  1902,  24  Op.  Att'y-Gen'l,  81.) 

This  section  did  not  operate  to  place  in 
the  classified  service  certain  stenograph- 
ers and  a  laborer  who  had  been  employed 
by  the  Department  of  State  since  1898 
under  succeeding  yearly  appropriations 
providing  $2, 000  annually  *'  for  temporary 
typewriters  and  stenographers"  in  that 
Department,  the  same  **  to  be  selected  by 
the  Secretary." 

That  provision  applied  only  to  war- 
emergency  employees  who  had  been 
repeatedly  recognized,  designated,  and 
continued  in  employment  in  yearly 
appropriation  acts  as  an  **  additional  tem- 
porary force  rendered  necessary  because 
of  increased  work  incident  to  the  war  with 
Spain."  (Opinion  of  July  29,  1902;  24 
Op.  Att'y-Gen'l,  95.) 

This  section  operated  to  classify  only 
those  employees  occupying  positions 
which  at  that  time  were  within  the  pur- 
view of  the  civil-service  act  and  regula- 
tions, and  did  not  place  within  the  classi- 
fied service  laborers  employe<i  on  the 
temporary  roll  without  regard  to  the 
character  of  their  work.  (Opinion  of 
June  9,  1905;  25  Op.  Att'y-Gen'l,  487.) 

Naval  paymaster's  clerk — transfer. — The 
Civil  Service  Commission  is  not  author- 
ized to  transfer  a  naval  paymaster's  clerk 
assigned  to  sea  duty  to  a  similar  position 
in  the  Navy  Department,  as  paymasters' 
clerks  assigned  to  sea  duty  were  not  classi- 
fied by  the  President's  order  of  May  6, 

1896,  while  such  clerks  performing  simi- 
lar services  in  offices  on  shore  were  classi- 
fied by  that  order.     (Opinion  of  Feb.  27, 

1897,  Vol.  XXI,  Op.  Att'y-Gen'l,  p.  603.) 
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Army  officer  detailed  for  duly  in  clerical 
podtion  not  member  of  cUut^d  service. — Ad 
army  officer  detailed  for  duty  in  a  clerical 
position  can  not  be  considered  as  a  mem- 
ber of  the  ''classified service/'  and  after 
separation  therefrom  can  not  be  reinstated 
therein  onder  Rule  IX,  by  reason  of  his 
service  during  the  war.  ( Opinion  of  Dec. 
20, 1897;  22  Op.  Att'y-Gen'l,  6.) 

Volunteer  pension  branch  of  War  Depart- 
ment not  in  datsified  service. — The  volun- 
teer pension  branch  of  the  War  Depart- 
ment was  not  within  the  classified  service, 
and  the  fact  that  said  branch  was  meiged 
into  the  Record  and  Pension  Division  of 
that  Department,  which  is  now  under  the 
dvil  service,  would  not  bring  positions  in 
it  within  the  classified  service.  (Opinion 
of  Dec.  20,  1897;  22  Op.  Att'y-Gen'l,  6.) 

Secret  agents  in  Post-Office  Department. — 
The  confidential  agents  formerly  em- 
ployed in  the  free-delivery  division  of 
the  Poet-Office  Department,  and  desig- 
nated secret  agents,  did  not  become  class- 
ified employees  of  the  departmental  serv- 
ice within  Rule  III  of  the  civil-service 
rules  promulgated  May  6,  1896. 


This  rule  covers  only  those  < 
who  are  to  be  regarded  as  app 
service  in  the  departments  at  1 
government  (whether  for  the  X 
actually  employed  there  or  dc 
service  elsewhere),  as  distingai 
those  appointed  for  service  in 
or  Territories,  or,  as  in  the  oi 
Railway  Mail  Service,  in  the  i 
large.  (Opinion  of  Sept.  10,  '. 
XXI,  Op.  Att'y-Gen»l,  p.  407.) 

District  of  Columbia  governme 
feded  by  civil-service  cict. — The  a 
employees  of  the  District  of 
are  not  officers  and  employees  o: 
eral  Government  of  the  Uniii 
but  of  the  municipal  corporati 
as  the  District  of  Columbia.  Sa 
and  employees  are  as  distinct 
civil  service  of  the  United  State 
be  the  officers  of  any  city  gove: 
one  of  the  States  of  the  Union 
civil  service  of  the  State  itself, 
service  act  of  January  16,  188! 
lawfully  be  applied  to  the  of 
employees  of  the  District  of  i 
(Opinion  of  Apr.  28,  1898;  22  < 
Gen' 1,59.) 


Examination 
reqoired. 


2.  No  person  siiall  be  appointed,  employed,  pi 
or  transferi'ed  in  the  classified  service,  or  perf« 
duties  of  any  position  therein,  until  he  passes  an 
nation  in  conformity  with  these  rules,  unless  i 
exempted  thereunder. 


Voluntary  service  without  compensa- 
tion for  the  purpose  of  obtaining  the  nec- 
essary knowledge  or  skill  to  pass  an  ex- 
amination is  unlawful.  (See  act  of  May 
1,  1884,  23  Stat.  L.,  17,  sec.  1.) 

When  emergencies  require  the  assign- 
ment of  unclassified  laborers  to  classified 
work  for  brief  periods,  authority  therefor 


may  be  secured  upon  a  statem< 
facts  to  the  Ck>mmission  if  it  a] 
practicable  to  make  temporar 
ment  from  the  eligible  regisi 
such  assignments  should  be  n 
out  such  authority,  and  each  su 
ment  should  be  reported  in  d< 
the  monthly  report  of  chahges. 


Appointments 

without 

examination. 

par.  2. 


3.  Appointments  to  the  excepted  positions  n; 
Schedule  A  of  these  rules  may  be  made  without  € 
tion  or  upon  noncompetitive  examination;  but  thi 
appointing  officer  may  fill  an  excepted  position 
petitive  positions  are  tilled,  in  which  case  the 
appointed  will  receive  all  the  rights  of  a  con 
employee. 
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A  person  appointeid  to  an    excepted         All  excepted  positions  are  within  the 
pliee  most  perform  the  legitimate  duties     classified  service,  and  no  removal  may  be 
of  that  and  of  no  other  place,  unless  the     made  therefrom  for  political  reasons. 
cJaties  of  the  other  place  are  performed    • 
In  addition  to  and  not  in  lieu  of  the  duties 
erf  the  excepted  place. 

4.  A  person  appointed  without  competitive  examina-  Ajwurnment  of 
tion  under  section  3  of  this  rule  shall  not  be  assigned  to  employees. 
the  work  of  a  competitive  position  without  the  approval 

of  the  Commission. 

5.  Laborers  who,  in  connection  with  their  usual  duties,  Assignment  of 
are  to  perform  work  of  the  grade  performed  by  classi- 

iied  employees,  shall  be  appointed  upon  certification  by 
the  Commission  from  appropriate  registers  of  eligibles 
in  the  manner  provided  by  these  rules;  and  a  person  em- 
ployed merely  as  a  laborer  or  workman  without  examina- 
tion under  these  rules  shall  not  be  assigned  to  work  of 
the  grade  performed  by  classified  employees. 

When  theprmcipcU  duties  pertaining  to        See  summary  of  the  Labor  Regulations, 
a  podtion  are  of  the  sort  performed  by     page  68. 
dasaified  employees  the  position  by  virtue 
oi  that  fact  alone  should  be  treated  as 
daarified. 

6.  A  person  holding  a  position  when  it  becomes  classi-  emSSy^^sin 
fied  and  subject  to  competitive  examination  shall  have  all  {^eomiSf 
the  rights  which  he  would  acquire  if  appointed  thereto  ^'^assifleidL 
upon  examination  under  these  rules,  except  that  he  shall 

iiot  be  transferred  without  first  passing  the  examination 
provided  by  the  Commission;  and  no  person  who  has  been 
appointed  in  any  post-oflSce  within  three  months  prior  to 
tte  classification  thereof  shall  be  transferred  to  a  position 
^f  carrier  within  six  months  after  such  classification. 

l*he  provision  of  this  section  requiring  those  transfer  cases  where  the  certificate 

^^amination  before  the  transfer  of  a  per-  of  the  Commiasion  is  not  required,  nor  to 

^H  who  entered  the  service  by  classi  fica-  retransfers. 
^on  will  be  construed  as  not  applying  to 

7.  On  the  date  of  establishment  of  the  free-delivery  sys-  f^rer-deiivery 
^^m  in  any  post-office,  these  rules  shall  apply  to  its  officers  o®^®^- 
^^d  employees  in  the  same  manner  as  they  apply  to  those 

^^  existing  free-delivery  offices,  and  the  Postmaster-Gen- 
^^1  shall  promptly  notify  the  Commission  of  all  orders 
^or  such  establishment. 

Osrtotn  appoinimenU  of  superirUendeiiiH  at  Baltimore  notified  certain  persons  that 

'^'^  derk»  in  the  Baltimore  post-office  field  he  had  appomted  them  respectively  to 

^  have  been  properly  madef  and  the  appoint'  the  positions  of  superintendents  of  di- 

^«nt  of  their  tuccessors  to  have  been  legal, —  vision  and  clerks  to  the  post-office,  and 

iVior  to  November  1, 1894,  the  postmaster  notified  the  incumbents  of  tlieir  removal. 
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On  November  2  the  places  were,  by  order 
of  the  Preeident,  made  subject  to  com- 
petitive examination  under  the  civil- 
service  act.  Up  to  November  2  the  ap- 
pointments and  removals  in  question  were 
regulated  by  section  419  of  the  Postal 
Laws  and  Regulations. 

The  postmaster  was  empowered  to  em- 
ploy the  clerks  in  question,  and  no  formal 
appointment  or  approval  was  requisite. 


He  was  also  empowered  to  ma 
without  restriction.  The  no 
employees  was  sufficient,  an 
to  incumbents  of  their  remo* 
appointments  and  removals  w 
before  the  order  of  the  Preddi 
upon  their  positions.  The  i 
appointment  were  therefore 
legal.  (Opinion  of  Mar.  18 
XXI,  Op.  Att'y-Gen'l,  p.  14G 


Consolidatioii 
of  post-offices. 


Indian  a^ent, 
classlflcation  of. 


8.  Whenever  a  post-office  is  consolidated  with  • 
has  city  free  delivery,  any  regularly  appointed 
employee  of  the  office  discontinued,  if  he  haj 
served  continuously  therein  during  the  sixty  < 
preceding  such  consolidation,  or  if  he  was  i 
through  competitive  examination,  may  become  a 
employee  of  the  other  office. 

9.  Whenever  the  separate  office  of  Indian  aj 
be  discontinued  in  any  agency,  and  his  duties 
upon  the  superintendent  of  the  training  school, 
may  be  made  a  classified  employee  at  such  i 
agency  upon  such  test  of  fitness  as  may  be  d< 
upon  by  the  Secretary  of  the  Interior  and  the  Coi 

10.  A  retired  army  officer  may  be  appointed 
intendent  of  an  Indian  school  without  competit' 

superincenaenis   .        ,  *     i       ^^  .     . 

ofindianschoois,  mation,  upon  the  request  of  the  Commissioner 

Amendment,         ./-.fii  t     0    ^      r^ 

Mar.  3, 1906.       Affairs,  With  the  approval  of  the  Secretary  of  the 

setting  forth  that  such  officer  has  the  required  ec 
and  business  qualifications  for  such  position,  ar 
panied  by  the  authenticated  military  record  of  sa 
The  Commission  will  then  issue  the  necessary  c 

Rule  III. — Examinations. 

Competitive  1.  The  Commission  shall  prepare  and  hold  o 

timiM*rnd*p?Bcc9  pctitivc  examinations  for  admission  to  the  clasi 
Act,aec.2,ci.2,  vicc,  which  examinations  shall  be  of  a  practical 
K;t,  sec.  3.         able  character,  and  shall  be  held  at  such  times  a 

as  may  most  nearly  meet  the  convenience  of  £ 

and  the  needs  of  the  service. 


Retired  anny 
officers  may  oe 
appointed 

^rintendents 


Can  a  court  require^  on  subpaenay  tfie  pro- 
duction of  any  application  or  examination 
paper 8  or  other  records  of  the  boards  of 
civil-service  examiners? — 1.  The  general 
power  of  appointment  to  oflBce  being  in 
the  President,  qualified  only  by  the  right 
of  Congress  to  vest  the  appointment  of 
inferior  officers  in  him,  in  the  courts  of 
law,  or  in  the  heads  of  Departments,  the 


Civil  Ser\'ice  Commission  if 
garded  as  an  advisory  board  1 
to  the  President,  reporting  t 
clothed  with  the  functions  of 
President  or  any  head  of  dej 
the  exercise  of  the  appointing 
2.  The  boards  of  civil-sen 
ners  are  selected  bv  the  Civil  8 
mission,  and,  though  subordl 


f 
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CommiflBion,  may  be  properly  regarded  head  of  dex)artment  having  the  legal  cus- 

officials  of  the  respective  departments  tody  of  such  record  or  paper, 

connection  with  which  they  act.  And  such  question  may  be  determined 

3.  The  application  and  examination  pa-  either  as  and  when  arising  in  each  par- 
or  other  records  of  the  civil-service  ticular  case,  and  upon  its  own  peculiar 

examiners  are  therefore  the  official  rec-  facts  and  merits,  or  in  advance,  by  gen- 

C3rds  or  papers  of  the  President  or  of  the  eral  rules  applicable  to  all  records  and 

Ibead  of  a  department  papers,  or  by  special  rules  applicable  to 

4.  Being  records  and  x)apers  of  the  char-  special  classes  of  records  of  papers. 
^u;ter  described,  their  production  can  not  (Opinion  of  Att*y-Gen*l,  Mar.  31, 1893.) 
Yx  compelled  by  the  courts  whenever  the  Examination  papers  are  confidential 
S^neral  public  interests  must  be  deemed  and  are  not  to  be  inspected  by  any  per- 
ptramoont  to  the  interests  of  private  son,  except,  in  the  presence  of  a  repre- 
eraitors.  sentative  of  the  CJommission,  by  the  com- 

5.  When  such  general  public  interest  petitor  himself  or  a  representative  of  the 
forbids  the  production  of  an  official  rec-  competitor  who  has  authority  in  writing 
ord  or  paper  in  the  courts,  and  for  the  approved  by  the  Commission ;  by  an  ap> 
parpoees  of  the  administration  of  justice,  pointing  officer  for  official  purposes  and 
i«  a  question  not  for  the  judge  presiding  by  persons  duly  authorized  by  court 
«t  the  trial  in  aid  of  which  the  record  or  process. 

paper  is  sought,  but  for  the  President  or 

2.  Where,  in  its  opinion,  the  conditions  of  ffood  admin-  Noncompetitive 

exftmiii&tioiis 

i^ration  warrant,  the  Commission  may  give  noncompeti- 
tive examinations  to  test  fitness  for  (a)  transfer,  reinstate- 
ment, or  promotion;  (5)  appointment  of  Indians  in  the 
Indian  service  at  large  as  superintendents,  teachers, 
manual -training  teachers,  kindergartners,  physicians, 
matrons,  clerks,  seamstresses,  farmers,  and  industrial 
teachers,  which  examinations  shall  consist  of  the  same 
tests  of  fitness  as  those  applied  to  other  persons  seeking 
appointment  through  competitive  examinations;  {c)  the 
appointment  of  the  wife  of  the  superintendent  of  an  In- 
dian school  as  teacher  or  matron  therein ;  (d)  employment 
^  inspector  of  safety  appliances  by  the  Interstate  Com- 
'^erce  Commission. 

Blxaminations    permitted    under    this     the  head  of  the  Department  or  office  in 
*^tion  are  given  only  upon  request  of     which  the  person  seeks  service. 

3.  All  persons  at  navy -yards,  naval  stations,  and  at  pri-  m'Sjhanics. 
^'ate  shipbuilding  and  manufacturing  establishments  where  uS^S^avy^^*' 
"^ork  is  done  by  contmct  for  the  Navy  Department,  em-  i^^partment. 
ployed  as  special  mechanics  and  civilian  assistant  inspect- 
^*^  of  work  and  material,  and  all  persons  employed  under 
^he  Navy  Department  as  draftsmen,  will  be  subject  to  the 
^^gulations  of  the  Navy  Department  governing  the  employ- 
ment of  labor  at  navy-yards.     Appointments  to  these 
Positions  shall  be  made  on  tests  of  fitness  prescribed  in 
paragraphs  74  to  83,  inclusive,  of  Navy -Yard  Order  No.  23, 
Revised. 
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Appointment 
and  duties. 
Act,  sec.  8. 


Philippine 
civil  service. 


Executive 
oflScera  to 
facilitate 
examinations. 
Act,  sec.  3. 


Rule  IV. — Boards  op  Examiners. 

1.  The  Commission  shall  desig'natc  from  among  p>er80i 
in  the  Federal  service,  after  consulting  the  head  of  tl 
Department  or  office  in  which  such  persons  serve,  sue 
boards  of  examiners  as  it  may  deem  necessary.  The 
members  shall  perform  such  duties  as  the  Commissic 
may  direct,  in  connection  with  the  execution  of  the  civi 
service  act  and  of  these  rules,  and  in  the  performam 
thereof  they  shall  be  under  the  direct  and  sole  control  • 
the  Commission.  Such  duties  shall  be  considered  part  • 
the  duties  of  the  office  in  which  they  are  serving,  and  tin 
shall  be  allowed  therefor  during  office  hours.  No  boai 
shall  be  composed  solely  of  adherents  of  one  politic 
party  when  other  persons  are  available  and  comjietent  * 
serve. 

2.  The  Commission  shall  render  all  practicable  assis 
ance  to  the  Philippine  civil  service  board,  and  shall  coi 
duct  examinations,  upon  its  request,  under  such  regulatioi 
as  may  be  jointly  agreed  upon. 

3.  Persons  in  the  executive  civil  service  shall  facilital 
the  holding  of  examinations  and  other  work  of  the  Con 
mission;  and  executive  officers  in  charge  of  public  buik 
ings  shall  permit  and  arrange  for  the  use  of  suitable  roon 
under  their  charge,  and  for  heating,  lighting,  and  f urnisl 
ing  the  same. 


The  rules  were  framed  with  the  under- 
standing that  the  stationery  and  other 
supplies  necessary  in  the  conduct  of 
examinations,  and  for  keeping  the  rec- 
ords pertainmg  thereto,  shall  come  from 
the  office  at  which  the  examination  is 
held.     Rooms  can  not  l)e  said  to  be  *  *  fur- 


nished," or  the  execution  of  the  nil 
"facilitated/*  if  boards  are  denied  tl 
supplies  of  various  sorts  necessary  to  pc 
form  their  duties  as  agents  of  the  Coc 
mission.  The  duty  of  public  officers 
this  respect  is  imposed  by  the  civil-servi' 
act.     (See  sec.  2,  clause  1,  and  sec.  3.) 


Rule  V. — Qualifications  of  Applicants. 

Citizenship.         1.  No  persou  shall  be  admitted  to  examination  unlei 
he  be  a  citizen  of  or  owe  allegiance  to  the  United  State 


Citizenship. — The  attitude  of  the  execu- 
tive and  legislative  departments  of  the 
Government  has  been,  and  is,  that  the 
native  inhabitants  of  Porto  Rico  and 
the  Philippine  Islands  did  not  become 
citizens  of  the  United  States  by  virtue  of 
the  cession  of  tlie  islands  by  Spain  by 
means  of  the  treaty  of  Paris. 


The  act  for  the  temporary  govemmei 
of  Porto  Rico  did  not  confer  Federal  cil 
zenship  upon  the  inhabitants  of  th 
island.  (Opinion  of  Jan.  23,  1901;  ! 
Op.  Att'y-Gen'l,  370.) 

CUizejiship.— There  is  nothing  in  ti 
recent  decisions  of  the  Supreme  Court  ( 
the  insular  cases)  that  would  modify  tl 
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view  taken  by  the  Attorney-General  re- 
garding the  proposed  amendment  to  the 
<anl-fierviee  rules  that  every  applicant 
£or  examination  for  appointment  to  the 
executive  civil   service   of   the  United 
States  in  Porto  Rico  must  be  a  citizen  of 
"the  United  States  or  a  citizen  of  Porto 
£ioo,  and  that  every  applicant  for  ap- 
pointment to  said  service  in  the  Philip- 
pine Islands  must  be  a  citizen  of  the 
United  States  or  a  native  inhabitant  of 
aud  islands.     (Opinion  of  June  18,  1901; 
230p.Att'y-Gen'l,  468.) 

Cert^caU  of  naturalization, — A  certifi- 
cate of  naturalization  which  states  '*and 
said  applicant  having  personally  appeared 
in  court,  producing  such  evidence  and 
aflSdavits,  and  making  such  declarations 
and  renunciation,  and  taking  such  oaths 
as  are  by  the  said  act  required,  and  all  of 
said  papers  being  filed  and  recorded,  it 
^ru  ordered  that  he  be  admitted  to  citi- 
xepphip,"  meets  the  requirement  of  sec- 
tion 39  of  the  immigration  act  of  March 
3, 1903.  (32  Stat,  1222;  opinion  of  July 
1«,  1903,  25  Op.  Att'y-GenM,  23.) 
The  court  of  appeals  of  the  District  of 


Columbia  has  decided  that  under  Rule  V 
of  the  civil-service  rules,  promulgated  by 
the  President  on  April  15,  1903,  a  native 
of  Porto  Rico,  owing  allegiance  to  the 
United  States  and  possessing  the  neces- 
sary qualifications  required  by  the  re- 
maining regulations,  is  entitled  to  regis- 
tration by  the  board  of  labor  employment 
at  a  United  States  navy-yard,  and  man- 
damus will  lie  to  compel  said  board  to 
grant  his  application  for  such  registration. 

The  requirements  as  to  citizenship  may 
be  waived  for  applicants  for  positions  on 
the  Isthmus  of  Panama  under  such  regu- 
lations as  may  be  provided  by  the  Com- 
mission. (Executive  order,  December  8, 
1904.) 

The  requirements  as  to  United  States 
citizenship  may  be  waived  for  applicants 
for  examination  for  the  positions  of  offi- 
cers of  ships  of  the  Coast  and  GrerKietic 
Survey  on  duty  in  the  Philippine  Islands 
under  such  regulations  as  may  be  pro- 
vided by  the  Commission.  (Executive 
order,  February  15,  1905.) 

See  Executive  order,  June  13,  1906, 
page  67. 


2.  Application  for  examination   must  be  made  under  J^^jJuon. 
Oftth,  in  such  form  and  manner  and  accompanied  by  such  ^^'  *^-  ^  ^^-  ^ 
certificates  as  the  Commission  may  prescribe. 


By  decision  of  the  court  of  appeals  of 
^  District  of  Columbia,  an  oath  admin- 
i^red  in  connection  with  an  application 
^^  for  a  civil-service  examination  is  an 


oath  required  by  law,  and  a  false  state- 
ment sworn  to  in  such  an  application  con- 
stitutes perjury. 


3.  Persons  serving  under  enlistment  shall  not  be  exam-  Unlisted  men 
^Oed  without  the  written  consent  of  the  head  of  the  Depart- 

'Uent  under  which  they  are  serving. 

4.  The  Commission  may  refuse  to  examine  an  applicant  JJons?"*^*^ 
^i"  to  certify  an  eligible  for  any  of  the  following  reasons: 

(<*)  Dismissal  from  the  service  for  delinquency  or  miscon- 
duct within  one  year  next  preceding  the  date  of  his  appli- 
^tion;  (i)  physical  or  mental  unfitness  for  the  position  for 
^hich  he  applies;  (c)  criminal,  infamous,  dishonest,  im- 
Uioral,  or  notoriously  disgraceful  conduct;  (d)  intention- 
ally making  a  false  statement  in  any  material  fact,  or 
practicing  any  deception  or  fraud  in  securing  examination, 
^gistration,  certification,  or  appointment;  (e)  refusal  to 


ca- 
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furnish  testimony  as  required  by  Rule  XIV;  {/)  tin 
habitual  use  of  intoxicating  beverages  to  excess.  Any  o 
the  last  five  foregoing  disqualifications  shall  also  be  goo4 
cause  for  removal  from  the  service. 


The  removal  of  an  employee  who  re-  duet,  which,  under  the  rules,  will 

signs  wfthout  due  notice,  to  the  embar-  him  from  examination  or  reinstatemei 

rassment  of  the  service,  will  be  regarded  for  one  year, 
as  a  removal  for  delinquency  or  miscon- 

Age  limita.  5^  'Pj^^  Commission  may ,  with  the  approval  of  the  propea^^^ 

appointing  ofiScer,  change  by  regulation  the  existing  Kg'^^S 
limits  for  entrance  to  the  examinations  under  these  rulei^as  "^s 
but  persons  preferred  under  section  1764,  R.  S. ,  may  h^czdn 
examined  without  regard  to  age. 

Tnideapodtions.      q    Applicants  for  positions  in  the  recognized  mechanica^^^' 

trades  must  have  served  as  apprentices  or  journeymen  fo  --^^r 
such  periods  as  the  Commission  may  prescribe. 

Rule  VI. — Ratings  and  ELiGTBiLrrr. 

^**°«-  1.  Examination  papers  shall  be  rated  on  a  scale  of  100       ? 

and  the  subjects  therein  shall  be  given  such  relativ^^ 
weights  as  the  Commission  may  prescribe.  Competitors^ 
shall  be  dulj^  notified  of  their  ratings. 

All  examination   papers  of  the  same     papers  of  no  competitor  will  be  rated  oui 
kind  are  rated  simultaneously,  and  the     of  order  or  he  made  special. 


re^tera.  ^-  -^^^  competitors  i-ated  at  70  or  more  shall  be  eli^ibl< 

for  appointment,  and  their  names  shall  be  placed  on 
proper  register  according  to  their  ratings;  but  the 
of  persons  preferred  under  section  1754,  R.  S.,  rated  at 
65  or  more,  shall  be  placed  above  all  others. 

Whenever  an  examination  has  heen  ination.     The    appointing   officer  shal^C^  ^ 

duly  announced  and  no  eligible  is  secured  make  selection  from  such  certification  HKt^   | 

to  fill  a  vacant  position,  the  Commission  he  deems  it  advisable  to  fill  the  vacant 

may,  in  its  discretion,  certify  for  appoint-  position    before   awaiting  the  result  of 

ment  the  competitor  or  competitors  who  another  examination.     (Executive  oi 

received  the  highest  ratings  in  the  exam-  of  June  13,  1906.     See  page  67. ) 

eu^nity  ^-  'r^®  ^^^  ^^  eligibilit}'  shall  be  one  year,  beginninj 

with  the  date  on  which  the  name  of  the  eligible  is  entered^ 
on  the  register.     This  term  may  be  extended,  in  the  dis— 
cretion  of  the  Commission,  for  all  those  on  any  register, 
when  the  conditions  of  good  administration  render  it  inex- 
pedient to  hold  a  new  examination. 
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Rule  VII. — (Jertification. 

MY  positioQ  or  employment  in  the  classified  service  Method  of 

cepted  from  competitive  examination,  unless  filled 

istatement,  transfer,  promotion,  or  reduction,  shall 

d  only  in  the  following  manner: 

The  nominating  or  appointing  oflScer  shall  request  certiflcaUon. 

rtification  of  eligibles,  and  the  Commission  shall 

',  from  the  register  of  eligibles  appropriate  for  the 

in  which  the  position  to  be  filled  is  classified,  the 

lames  at  the  head  thereof  which  have  not  been  cer- 

hree  times  to  the  Department  or  oflSce  in  which  the 

y  exists.     Certification  for  temporary  appointment 

ot  be  counted  as  one  of  such  certifications.     Certifi- 

shall  be  made  without  regard  to  sex,  unless  sex  is 

ed  in  the  request. 

under  section  1  of  Rule  VII  for  a  certifi- 
cation of  eligibles,  and  the  Commission 
has  made  public  announcement  of  an  ex- 
amination to  secure  such  eligibles,  the 
vacancy  shall  not  thereafter  be  filled  by 
transfer,  promotion,  or  reinstatement, 
without  the  consent'of  the  Commission. 
Efect  of  delivery  of  certification  of  eligi- 
bles.— The  certificate  delivered  to  an  ap- 
pointing ofiScer  by  a  subordinate  of  the 
Civil  Service  Commission  containing  a  list 
of  eligibles  is  a  complete  authority  to  the 
officer  and  a  complete  protection  to  the 
appointee.  (Opinion  of  May  1, 1896,  Vol. 
XXI;  Op.  Att»y-Gen'l,  p.  336.) 

'he  nominating  or  appointing  officer  shall  make  selec-  selection. 
om  the  three  names  certified,  with  sole  reference  to 
md  fitness,  unless  objection  shall  be  made,  and  sus- 
by  the  Commission,  to  one  or  more  of  the  persons 
id,  for  any  of  the  reasons  stated  in  Rule  V,  section  4. 


I  information  is  received  concern- 
eligible  which,  if  true,  would  af- 
fitness  for  employment  in  the 
d  service,  no  action  toward  per- 
ly  removing  his  name  from  the 
will  be  taken  until  the  eligible 
n  given  an  opportunity  to  show 
I  name  should  not  be  so  removed, 
eligibility  may  be  suspended  un- 
action  is  taken. 

I  the  conditions  of  good  adminis- 
require  it,  certification  for  filling 
grade  position  may  be  made  from 
r  grade  register. 
\  a  requisition    has  been  made 


)jection  to  a  certification  on  the 
that  one  or  more  of  the  persons 
.  is  already  in  the  service  can  not 
ined.    • 

of  appointment  not  destroyed  by 

n  to  three. — ***    *    *    the  Presi- 

authority  derived  from  Congress, 

scribe  qualifications,  and  require 

designation  shall  be  made  out  of 
)f  persons  ascertained  by  proper 
lave  those  qualifications.  *  *  * 
>f  Congress,  or  a  rule  promulgate<l 
President,  may  require  that  the 


selection  shall  be  made  from  persons 
found  by  an  examining  board  to  be  qual- 
ified in  such  particulars  as  diligence, 
scholarship,  integrity,  good  manners,  and 
attachment  to  the  Government.  The 
appointing  power  would  still  have  scope 
for  the  exercise  of  its  own  judgment  and 
will."  (Opinion  of  Aug.  31, 1871, 13  Op. 
Att'y-Gen'l,  616.) 

Presumption  of  compliance  with  law. — 
The  Comptroller  of  the  Treasury  will 
not  go  behind  the  certificate  of  the  ap- 
pointing power  to  ascertain  whether  the 
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civil-service  rules  and  regulations  have 
been  complied  with  in  the  employment 
of  persons  in  the  classified  civil  service. 
(Vol.  5,  p.  649,  Dec.  of  Compt  Treas.) 

Revocation  of  order  canceling  selection  for 
appointment. — Whether  an  appointingoflS- 
cer  may  revoke  order  revoking  Mrs.  B.'s 
selection  for  appointment,  withdraw  his 
notice  to  the  Commission  of  this  revoca- 
tion, and  appoint  Mrs.  B.  without  fur},her 
certification.  Mrs.  B.  failed  to  receive 
the  notice  of  her  selection  for  appoint- 
ment, not  through  any  fault  or  neglect  on 
her  part,  but  probably  from  an  error  of 
the  Department  in  addressing  the  notice 
to  Miss,  instead  of  Mrs.,  B.,  and  the  fail- 
ure of  the  postmaster  at  the  address  on 
the  notice  to  forward  the  letter  to  Mrs.  B. 
at  a  new  address,  which  had  been  left 
with  him. 

There  are  weighty  reasons  why  such  a 
course  would  be  inadmissible  under  the 
civil-service  rules  and  r^ulations.  It 
seems  clear  that  after  the  revocation  of 


the  order  of  selection  Mrs.  B.  stood  in  the 
same  position  as  the  other  eligibles  whose 
names  were  certified  with  hers;  like  them, 
she  had  been  certified,  but  not  appointed. 
If  allowed,  it  might  result  in  the  ap- 
pointment of  a  person  whose  term  of  eli- 
gibility had  expired,  as  in  fact  is  the 
with  Mrs.  B. ;  secondly  it  might  result  i 


giving  the  State  to  which  the  appointeiL^^-j: 
belonged  more  than  its  lawful  quota  oft  «=b 
appointments,  and  such,  we  are  infonned,^ 
would  be  the  result  of  Mrs.  B.'s  appoint^ 
ment  at  this  time;  and  thirdly,  it  mighV" 
result  in  the  appointment  of  a  person  oveiK 
the  heads  of  others  of  higher  standing 
on  the  same  register,  whose  names 
been  added  since  the  appointee's  nam< 
had  been  certified,  and  who  would  hav^ 
been  certified  to  the  appointing  power  it 
the  Commissioners  of  the  Civil  Servi< 
had  been  applied  to  for  the  usual  certifi- 
cate. (Opinion  of  Att*y-(jen*l  of  Apr.  8^ 
1891.)  a 


AbfM)lute 
appointment. 


i^^MntmeS         (^)  "^^^  Person  selected  for  appointment  shall  be  duly'==^ 
Act,  flee.  2.  ci.  2,  notified  by  the  appointing  officer,  and  upon  accepting  an( 

reporting  for  duty  shall  receive  from  such  officer  a  certifi- 
cate of  appointment  for  a  probationary   period  of  si: 
months.     If  the  conduct  or  capacity  of  the  probationer  b< 
not  satisfactory  to  the  appointing  officer  the  probationei 
shall  be  notified  in  writing  that  at  the  end  of  such  proba- 
tionary period  ho  will  not  receive  absolute  appointment; 
otherwise  his  retention  in  the  service  shall  be  equivalent 
to  his  absolute  appointment.     A  probationer  separated 
from  the  service  without  delinquency  or  misconduct  may 
be  restored  to  the  register  of  eligibles,  in  the  discretion 
of  the  Commission,  for  the  remainder  of  his  period  of 
eligibility. 

the  Commission  will  notify  the  Depart- 
ment to  which  ho  is  certified  that  the 
eligible  should  not  be  required  to  enter 
upon  duty  for  a  period  of  thirty  days 
after  appointment,  except  upon  the  ap- 
proval of  the  head  of  the  Department  in 
which  he  is  serving. 


Restoration  to 
register. 


The  probationary  period  for  post-office 
clerks  and  carriers  begins  upon  their  pro- 
motion to  the  regular  roll  and  not  at  the 
date  of  original  appointment  as  substi- 
tutes. 

In  certifying  an  eligible  who  at  the 
time  is  employed  under  the  (iovemment, 


«In  Piilaski  r.  Lyman,  supreme  court,  District  of  Columbia,  Bradley,  J.  (Waah- 
ington  Law  Rei)orter,  vol.  31,  p.  408),  it  was  held  that  when  a  postmaster  notifies  a 
secretary  of  a  board  of  examiners  of  a  selection  for  appointment  from  a  certificadon 
all  rights  under  the  certification  are  exliauste<l,  and  the  Postmaster-General  or  the 
postmaster  has  no  right  to  make  another  appointment  without  a  new  reqaisition  and 
certification. 
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demonstrated  character  and  fidelity,  and 
the  practical  qualifications  he  has  shown 
for  performing  the  public  work  in  a  satis- 
factory manner.  No  examination,  there- 
fore, can  be  required  as  a  condition  prec- 
edent to  absolute  appointment. 

Irregularity  in  certification  cured  by  abso- 
lute appointment. — An  irregularity  in  the 
certification  of  the  name  of  an  eligible 
for  appointment  under  the  civil  service  is 
cured  by  the  probational  and  absolute 
appointment  of  such  a  person.  (Opinion 
of  Jan.  9,  1896,  Vol.  XXI,  p.  289,  Op. 
Att'y-Oen'l.) 

Appointment  prior  to  dastification  ahto- 
lute  when  first  made. — A  person  appointed 
to  a  position  not  in  the  classified  service 
at  the  time  of  his  appointment,  but  which 
was  subeequeiftly  classified  by  the  Execu- 
tive order  of  May  6, 1896,  was  retained  in 
the  service  absolutely,  and  not  subject  to 
a  probation  of  six  months,  and  is  entitled 
to  all  the  rights  and  benefits  of  persons  of 
the  same  class  or  grade  under  the  civil- 
eervice  act,  and  may  be  transferred. 
(Opinion  of  May  19,  1897,  Vol.  XXI, 
p.  534,  Op.  Att'y-Gen'l.) 


rson  separated  from  the  service 
.  delinquency  or  misconduct  be- 
)  expiration  of  his  probationary 
may,  upon  written  request  show- 
3ons  satisfactory  to  the  Commis- 
j  restored  to  the  proper  register 
ification  to  any  other  Department 
)  than  the  one  from  which  sepa- 
r  the  remainder  of  the  period  of 
bility. 

period  of  probation  is  limited  to 
itbs  and  can  not  be  extended.  At 
i  the  probationer  must  either  be 
ily  appointed  or  else  dismissed, 
the  probationer  is  so  situated 
eport  concerning  his  conduct  and 
''  during  probation  can  not  be 
1  in  season,  his  absolute  appoint- 
'  dismissal  may  be  effected  when 
x>rt  is  received. 

act  that  an  employee  is  on  fur- 
t  the  end  of  his  six  months  pro- 
ry  period  will  not  serve  to  extend 
e. 

•nly  questions  to  be  considered  by 
>per  ofiScers  before  deciding  to 
end  the  probationer  for  absolute 
ment   are  those  concerning   his 

lertification  for  appointment  in  the  Departments  or  x^f^l^^^ci2. 
ndent  offices  at  Washington  shall  be  so  made  as  to  p*'-  ^• 
in,  as  nearly  as  the  conditions  of  good  administra- 
ill  warrant,  the  apportionment  of  such  appointments 

•  the  several  States  and  Territories  and  the  District 

umbia  upon  the  basis  of  population :  Prfyvuhd^  That  Exceptions  from 

^  ^    ^  ,  .  1     11  apportionment. 

itments  to  the  following-named  positions  shall  not 
apportioned,  viz:  Plate  printer,  printer's  assistant, 
helper,  and  operative  in  the  Bureau  of  Engraving 
dnting;  positions  in  the  field  service  of  the  military 
epartments  and  at  Army  Headquarters,  mail-bag 
shop  and  mail-lock  repair  shop,  Government  Print- 
Bee,  Pension  Agency,  and  local  offices  in  the  Dis- 

•  Columbia;  apprentice,  student,  gardener,  engraver,  fended  Dec. 
iter,   cabinetmaker,   painter,    plumber,    plumber's 

,  electric  wireman,  electric   lineman,  and  electri- 
lelper. 

appointment  in  the  apportioned  result  of  a  change  of  legal  residence  after 

involves  a  charge  to  the  appor-  appointment. 

it  of  the  State  of  which  the  ap-  An  eligible  who  ia  already  in  the  serv- 

is  a  legal  resident.     No  change  ice  and  charged  to  the  apportionment 

made  in  the  apportionment  as  a  will  be  certified  in  the  order  of  his  rat- 
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ing  without  further  reference  to  the  ap- 
portionment. 

An  eligible  who  has  been  allowed  pref- 
erence under  section  1754,  R.  S.,  will  be 
certified  without  regard  to  the  apportion- 
ment. 


Reinstatements   to  apportioned 
tions  are  chai^ged  to  the  States  in  which 
persons  reinstated  prove  legal  resid 
at  the  time  of  reinstatement,  regard 
of  their  legal  residence  at  the  tim 
their  separation  from  the  service. 


Certification  by 
districts. 


81- 

cfa 


Emergency 
appointmentH. 


3.  The  Commission  may  arrange  the  territory  of 
United  States  into  appropriate  districts  for  the  purpose 
certification  to  positions  in  parts  of  the  service  not  subj 
to  the  apportionment,  and  certification  to  any  such 
tion  may  be  confined  to  residents  of  the  district  in  wh 
such  position  is  located.     (Note. — See  page  73.) 

Rule  VIII. — Temporary  Appointment. 


1.  Where  an  emergency'  requires  a  vacancy  to  be  fill  «d 
before  an«appointment  can  be  made  from  certification  ^  a 
request  for  certification  shall  first  be  made,  after  which 
such  vacancy  may  be  filled  by  an  emergency  appointm^tit 
without  examination  or  certification.  Such  emergency 
appointment  shall  not  continue  for  more  than  thirty  da3!'8 
without  prior  approval  by  the  Commission  in  writing,  a«3d 
in  any  case  shall  cease  by  limitation  as  soon  as  an  appoint' 
ment  can  be  made  upon  certification.  All  such  emergen  <C3y 
appointments  shall  be  reported  to  the  Commission  as  so^^^ 
as  made. 


of 


Special  ntjeiitA — Census  Office. — The  Di- 
rector of  the  Census  is  authorized,  under 
section  7  of  the  act  of  March  6,  1902  (32 
8tat.,  51),  to  employ  special  agenta  tem- 
porarily in  the  Census  Office  at  Washing- 
ton upon  special  work  not  clerical  in  its 
nature. 

The  words  '*aU  employees  of  the  Cen- 
sus Office"  in  section  5  of  the  al)ove- 
named  act  can  not  V>e  held  to  apply  to 
special  agents  or  other  field  employees 
who  may  be  temporarily  assigned  to 
service  in  the  Census  Office.  (Opinion 
of  June  21,  1902;  24  Op.  Att'y-Gen'l,  78. ) 

Empl()]iment  of  additional  temporary  em- 
ployees.— Under  the  provisions  of  the  act 
of  April  28,  1902,  making  an  appropria- 
tion for  continuing  the  employment  of 
additional  temporary  employees,  ren- 
dered necessary  by  the  increased  work 
incident  to  the  war  with  Spain,  the  em- 
ployment of  such  additional  employees 
without  regard  to  the  existence  of  vacan- 


a£ 


(nes  in  such  force  is  authorized.     (Vol- 
p.  11,  Dec.  of  Compt.  Treas.) 

Temporary  emj)loyment  mthout  certijT 
tion.  —Under  sections  2621  and  2630  of  C  ^^ 
Revised  Statutes,  which  authorize  a  c^  "^ ", 
lector  of  customs,  with  the  approval  ^ 
the  Secretary  of  the  Treasury,  to  empl  "^^ 
deputies  and  inspectors,  a  collector 
not  be  alloweil  credit  for  amounts  paid 
salary  to  a  person  temporarily  employ 
as  an  inspector  after  the  period  of  nine 
days  for  which  the  employment  is  a 
thorized  by  the  Secretary.  Such  emplo 
ment  for  more  than  ninety  days,  witho 
examination  and  certification  by 
Civil  Service  Commission,  is  in  violatio^^ 
of  the  civil-service  rules,  which  have  tYm-  ^ 
force  of  law.  (Vol.  3,  p.  294,  Dec  C^^ 
(^ompt.  Treas.) 

Temporary  appointments. — ^An  appoinf^^ 
ment  by  the  Secretary  of  State,  without 
reference  to  or  conformity  with  the  ref- 
lations prescribed  for  appointments  in 


a 
1 
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dfied  service,  made  pureuant  to 
oi  July  I,  1898,  authorizing  the 
ry  employment  of  stenographers 
ewriters  in  his  Department,  is 

mendment  of  the   civil-service 
May  29,  1899,  authorizing  the 
nt  employment  of  persons  serv- 
er temporary  appointments,  was 

to  apply  only  to  such  persons 
lerving  under  temporary  appoint- 
irsnant  to  Rule  VIII  of  the  dvil- 
iiles,  and  such  amendment  does 
>rehend  temporary  appointments 
der  the  act  of  July  1,  1898. 
on  of  Aug.  10, 1899;  22  Op.  Att'y- 
»6.) 
il   authority,   to  constitute  the 

"prior  written  approval,"  is 
'  all  necessary  cases  of  extension 
ency  appointments.  The  period 
txtension  is  limited  to  thirty  days 
>  time  of  receipt  of  certification 
roper  nominating  officer.  If  the 
>n  or  certification  should  fail  to 

an  appointment,  and  a  further 
>n  should  he  made  within  the 
lys,  the  appointment  may  he  ex- 
subject  to  the  same  conditions 
I  originally  made.     Where  the 


vacancy  exists,  or  the  appointee  resides 
beyond  the  bounds  of  the  States,  the 
period  within  which  the  appointee  should 
report  may  be  extended  to  three  months 
without  further  authority;  but  where  it 
is  known  at  the  beginning  of  the  tempo- 
rary appointment  that  it  will  extend  more 
than  thirty  days  the  temporary  appointee 
should  be  taken  from  the  Commission's 
rasters,  if  practicable. 

Where  the  Commission  is  represented 
by  local  boards  in  the  establishment  of 
registers  and  filling  vacancies  for  regis- 
tration positions  in  the  various  field  serv- 
ices, the  immediate  knowledge  of  all 
emergency  appointments  by  these  boards, 
and  ability  to  provide  registers  within 
thirty  days,  satisfies  the  requirement  of 
this  section.  No  report  other  than  that 
on  the  regular  monthly  report  of  changes 
is  required  in  these  services. 

For  exceptional  cases  of  failure  to  secure 
eligibles  within  thirty  days,  in  lieu  of 
individual  authority  as  at  present,  general 
authority  is  given  for  the  extension  of 
emergency  appointments  once  in  each 
case  for  thirty  days  beyond  that  period. 
Each  such  extension  and  the  reason  there- 
for shall  be  shown  on  the  monthly  report 
of  changes. 


Tien  there  are  fewer  than  three  eligibles  on  any  ll^/^Sro 
p,  the  Commission  shall  certify  the  names  thereon,  eiigibiee. 
;he  appointing  officer  shall  elect  not  to  make  a  pro- 
1  appointment  therefrom,  he  shall  select  for  tem- 
appointment  the  one  eligible,  or  one  of  the  two 
IS,  unless  reasons  satisfactory  to  the  Commission 
en  why  the  selection  should  not  be  so  made.  Such 
ary  appointment  may  continue  until  three  eligibles 
•vided. 

porary  appointment  from  certifi-  to  certification  for  regular  appointment 

ay  be  changed  into  a  regular  ap-  to  the  same  position.    In  such  event,  the 

nt  if,  at  the  time  of  certification,  regular  probationary  period  will  begin  on 

on  selected  was  equally  entitled  the  date  of  original  selection. 

^here  the  work  is  temporary  in  character,  after  the  empK^m7nt. 

tion  of  which  the  services  of  the  employee  will  not 

ther  needed^  a   temporary   appointment  may  be 

with  the  prior  consent  of  the  Commission,  for  a 

not  to  exceed  three  months,  which  period  may, 

le  like  consent,  be  extended  for  a  further  period  of 

,  Doc.  396, 69-2,  pt  1 17 
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three  months,  but  no  longer.  Such  appointments,  h« 
ever,  shall  be  made,  so  far  as  practicable,  by  certificatizzi 
from  registers  containing  the  names  of  eligibles  who  Mi 
immediately  available;  and  the  Commission  may  rest:^nie 
such  certifications  for  temporary  appointments  to  eligik>Jlft 
living  near  the  place  where  service  is  to  be  rendered. 


In  liea  of  individual  authority  in  each 
case,  general  authority  is  given  for  tem- 
porary or  job  employments  as  follows, 
this  authority  to  constitute  the  prior 
written  consent  required  by  section  3: 

I.  In  positions  in  all  outside  services 
or  offices  for  which  registers  are  not 
maintained  by  local  boards,  but  for 
which  certification  is  issued  direct  from 
the  Commission,  where  the  special  work 
or  job  will  be  completed  in  thirty  days 
or  less,  the  only  requirement  is  that  all 
such  appointments  be  reported  when 
made.  Appointments  made  under  the 
provisions  of  this  paragraph  may  not  be 
extended  beyond  thirty  days    without 


the  prior  consent  of  the  Commission.      U 
at  the  time  the  appointment  is  made  it 
appears  probable  it  may  extend  beyond 
thirty  days,  an  attempt  should  be  made 
to  fill  the  vacancy  by  certification. 

2.  For  the  extension  beyond  three 
months,  to  the  maximum  period  of  six 
months,  of  all  original  appointments 
made  through  certification  from  the  regis- 
ters or  authorized  in  the  absence  of  eli- 
gibles. Eacli  employment,  extension, 
and  discontinuance  of  employment  node 
under  this  paragraph  must  be  shown  on 
the  report  of  changes  for  the  proper 
month. 


Not  to  affect 
eligibility  or 
probationary 
period. 


4.  The  acceptance  by  an  eligible  of  a  temporary  appoints 
ment  shall  not  affect  his  standing  on  any  register  for  p^^' 
manent  employment;  nor  shall  his  temporary  service  ^ 
counted  as  part  of  his  probationary  period. 


Experience  gained  by  an  eligible  in     as  in  any  way  giving  him  an  advani 
temporary  service  shall  not  be  considered     or  preference  over  others  on  the  regier^"^' 

Rule  IX. — Reinstatement. 

piSco  of.^^  A  person  separated  without  delinquency  or  miscondi-^^ 

from  a  competitive  position,  or  from  a  position  which        ' 
entered  by  transfer  or  promotion  from  a  competitive  pu^^ 
tion,  may  be  reinstated  in  the  Department  or  Office 
which  he  formerly  served,  upon  certificate  of  the  Comm  ^ 
sion,  subject  to  the  following  limitations: 

Time  limit,  with      (a)  The  Separation  must  have  occurred  within  one  ve-^ 

exceptions.  ^    '  *  «r 

next  preceding  the  date  of  the  requisition  of  the  nomin  ^ 
ting  or  appointing  officer  for  such  certificate;  but  tlm-^ 
limitation  shall  not  apply  to  a  person  who  served  in  t1>^ 
civil  war  or  the  war  with  Spain  and  was  honorably  di^" 
charged,  or  his  widow,  or  an  army  nurse  of  either  war. 

(/>)  No  person  may  })e  reinstated  to  a  position  requiring 
an  examination  different  from  that  required  for  the  posi- 
tion from  which  he  was  separated,  without  passing  an 
appropriate  examination. 


Examination 
for. 
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mi  of  temporary  derk  to  pon- 
ified  service, — A  person  for- 
yed  as  a  clerk  in  the  tempo- 
ish  war  force,  who  resigned 
0,  1901,  can  not,  by  virtue  of 
the  act  of  April  28,  1902  (32 
1),  which  transferred  these 
offltions  to  the  classified  serv- 
ated  without  examination, 
ion  whether  such  persoti  is 
3  reinstated  under  rule  9  de- 
the  date  of  the  requisition, 
on  was  within  the  classified 
i  date  of  the  requisition,  then 
is  eligible. 

**may '*  in  rule  9  vests  a  dis- 
)  Commission.  The  question 
lent  is  one  of  administrative 
nd  is  not  to  be  granted  ex- 
nsistent  with  the  interests  of 
jrvice.  (Opinion  of  August 
Op.  Att'y-Gen'l,  103.) 
mt — contract  surgeons.  — A  per- 
ked as  a  contract  surgeon  in 
of  the  rebellion,  with  troops 
nd  in  hospitals,  and  by  com- 
x)n tract  was  honorablv  dis- 
n  the  service,  is  within  the 
partmental  Rule  X  ( now  Rule 
ivil  Service  Rules  and  Regu- 
sntitled  to  the  benefits  there- 
.  (Opinion  of  Apr.  8,  1890, 
►p.  Att'y-Gen'l,  p.  533.) 
mt — gerteral-service  clerks.  — 
the  war  of  the  rebellion  in 
regiment  from  May  12, 1861, 
863,  when  he  was  honorably 
On  the  latter  date  he  en- 
>  "general  service"  of  the 
3rical  duty  at  headquarters, 
sferred  to  the  Adjutant-Gen- 
April  1,  1864,  in  which  he 
lerical  duty  until  May  13, 
he  was  discharged  through 
ncy  or  misconduct  on  his 
cation  being  now  made  by 
^statement  under  amended 
il  Rule  X  (now  Rule  IX)  of 
•vice  Rules,  the  Secretary  of 
§  that  he  be  certified  by  the 
i  Commission  for  reinstate- 
Brk  in  the  War  Department 
•nle:  Held,  That  II.,  durinjr 
;  his  enlistment  in  the  ''gen- 


eral service"  for  clerical  duty,  as  above, 
was  not  in  the  classified  departmental 
service,  and  that  (he  not  having  been 
separated  from  the  latter  service)  his 
case  does  not  come  within  the  provisions 
of  said  Rule  X  (now  Rule  IX),  and 
therefore  that  he  can  not  be  certified 
thereunder.  (Opinion  of  May  9,  1890, 
Vol.  XIX,  Op.  Att'y-Gen'l,  p.  552.) 

Reinstatement. — F.,  a  clerk  in  the  War 
Department,  resigned  June  30,  1888,  and 
on  November  2,  1888,  was  reappointed 
to  a  clerkship  in  the  same  Department  on 
a  certificate  for  reinstatement  given  by 
the  Civil  Service  Commission  under  De- 
partmental Rule  X  (now  Rule  IX),  but 
failing  to  avail  himself  of  this  opportu- 
nity to  reenter  the  service,  the  last-men- 
tioned appointment  was  canceled  Janu- 
ary 28,  1889.  On  August  13,  1889,  the 
Secretary  of  War  requested  that  F.  be 
again  certified  by  the  Commission  for 
reinstatement;  but  the  Commission,  on 
August  25,  1889,  declined  to  issue  a  cer- 
tificate, on  the  ground  that  he  had  been 
separated  from  the  service  more  than  a 
year,  and  was  not  eligible  for  reappoint- 
ment under  said  rule:  Held,  That  the  de- 
cision of  the  Commission,  namely,  that  a 
second  certificate  for  reappointment  could 
not  issue  to  F.  because  he  had  been  sep- 
arated from  the  service  for  more  than  a 
year,  was  in  accordance  with  Rule  X. 
(Opinion  of  Oct.  26,  1889,  Vol.  XIX,  Op. 
Att»y-Gen'l,  p.  416.) 

Quartermaster's  volunteers. — Where  one 
served  in  the  war  of  the  rebellion  in  the 
military  organization  known  as  "Quar- 
termaster's Volunteers,"  or  "Quarter- 
master's Brigade,"  and  was  honorably 
discharged  from  the  service:  Heldj  That 
he  is  entitled  to  the  benefit  of  the  proviso 
in  Departmental  Rule  X  (now  Rule  IX) 
of  the  Civil  Service  Rules,  as  one  who 
"served  in  the  military  service  of  the 
United  States  in  the  late  war  of  the  re- 
l>ellion,  and  was  honorably  discharged 
therefrom,"  within  the  meaning  of  that 
rule.  (Opinion  of  Nov.  19,  1889,  Vol. 
XIX,  Op.  Att'y-Gen'l,  p.  334.) 

Review  of  decision  by  Commission  upon 
question  arising  under  the  rules — Indiana 
minutemen. — Whether  E.  is  eligible  for 
reinstatement  by  reason  of   service  in 
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regiment  of  Indiana  '^minutemen''  at 
the  time  of  the  insurgent  foray  known  as 
Morgan's  raid.  The  Commission  decided 
that  as  the  records  of  the  War  Depart- 
ment do  not  show  that  such  an  organi- 
2ation  was  in  the  service  of  the  United 
States,  he  was  not  entitled  to  reinstate- 
ment. 

If  the  Commission  determined  the 
question  in  accordance  with  law,  no 
further  proceedings  in  the  premises  are 
authorized. 

No  statute  is  found  which  authorizes 
the  Secretary  of  the  Interior  or  the 
Attorney-General,  upon  the  suggestion  of 
the  Secretary,  to  reverse  or  to  review  this 
action  of  the  Commission.  The  limitation 
of  the  statutes  and  the  precedents  estab- 
lished by  learned  predecessors  preclude 
me  from  now  reviewing  the  decision 
made  by  the  Civil  Service  Commission. 
(Opinion  of  Att'y-Gen*l  of  June  25, 1891. ) 

When  a  requisition  has  been  made  un- 
der section  1  of  Rule  VII  for  a  certifica- 
tion of  eligibles,  and  the  C'Ommission,  at 
the  request  of  the  Department,  has  made 
public  announcement  of  an  examination 
to  secure  such  eligibles,  the  vacancy  shall 
not  thereafter  be  filled  by  transfer,  pro- 
motion, or  reinstatement  without  the 
consent  of  the  Commission. 

Until  oflBcially  requested  to  do  so  by 
the  Department  the  Commission  has  no 
authority  to  issue  its  certificate  for  a  rein- 
statement, and  will  not  determine  whether 
a  reinstatement  may  Ixj  made. 

Reinstatement  is  not  a  right  given  to 
the  applicant,  but  is  a  question  of  admin- 
istrative discretion,  and  is  not  to  l>e  granted 
except  when  consistent  with  the  interests 
of  the  public  service.  (See  opinion  of 
the  Attorney-General  of  Aug.  27,  1902. 
XXIV  Op.  Att'y  GenM,  108.) 

The  fact  that  a  position  was  unclassified, 
or  classiQed  and  excepted,  at  the  time  of 
the  separation  therefrom  is  immaterial  if 
it  is  competitive  at  the  time  of  the  request 
for  reinstatement. 

An  occujmnt  of  an  excepted  position  at 
the  time  it  becomes  competitive,  who  is 
afterwards  promoted  to  a  position  which 
is  still  excepted,  and  is  sul)6e(iuently  sepa- 
rated from  the  service,  has  the  same  status 


for  reinstatement  as  if  he  had  been  00pft*  ' 
rated  from  the  competitive  position. 

A  person  reinstated  to  an  apportioiMd 
position  within  a  year  from  the  date  of 
separation  will  not  be  required  to  prove 
legal  residence  if  he  claims  reddenoein 
the  same  State  from  which  originally  ap- 
pointed and  had  proved  same. 

A  person  separated  from  the  noDap- 
poftioned  service  may  be  reinstated  in 
the  apportioned  service  of  the  same  De- 
partment, subject  to  the  limitations  of 
clauses  (6),  (c),  ((2),  and  (f)  of  sections 
and  section  9  of  Role  X. 

A  person  eligible  for  reinstatement  to 
a  position  at  the  time  -of  his  temporary 
appointment  thereto  may  be  reinstated 
therein  to  date  from  his  entrance  upon 
such  temporary  service. 

The  mere  occasional  performanoe  by  a 
person  in  one  position  of  duties  nataraDy 
belonging   to  another   does  not  confer    ; 
upon  the  person  any  right  of  reinstate- 
ment to  such  other  position. 

The  actual  reappointment  of  a  person 
may  take  place  after  the  expiration  of 
one  year  from  the  date  of  separatioDt 
provided  the  requisition  is  made  within 
the  year  and  the  vacancy  exists  or  is 
about  to  occur  at  the  time  the  requisition 
is  made,  but  this  must  be  construed  ^ 
extending  the  privilege  of  appointm©'** 
no  longer  than  is  reasonably  required  ^ 
take  the  necessary  action.    There  is  ^** 
authority  for  holding  that  a  new  teroti  ^ 
eligibility  begins  after  the  certificate    ^^ 
reinstatement  is  issued. 

Certificate  may  issue  for  the  reinst^^ 
ment  of  a  person  who  was  dropped  at  '^ 
end  of  his  probationary  period  fo:^*. 
cause  which  does  not  constitute  de^^ 
quency  or  misconduct,  but  only  for 
purpose  of  absolute  appointment,  as  th 
can  be  but  one  period  of  probation. 

If  a  substitute  carrier  who  was  se. 
rated     from    the    service    tnuoiun/ar"'^ 
through  no  fault  of  his  own,  be  r&^ 

stated,  he  shall  be  restored  to  all  t:^' 

« 

rights  which  attached  to  his  original  po^' 
tion,  and  will  be  entitled  to  resume  tt^ 
relative  position  as  subetitate  which  b^ 
held  at  the  time  of  his  separation;  bat  1/ 
a  substitute  carrier  who  left  the  service 
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ly  be  reinstated,  his  relative  posi- 
be  a  matter  in  the  discretion  of 
irtment. 

let  that  there  is  no  record  in  a 
lent  showing  that  a  separation 
delinquency  or  misconduct  can 
ccepted  as  conclusive,  nor  can  a 
e  reinstated  upon  a  condonation 
lelinquency  or  misconduct  that 
ed  his  separation.  The  requisi- 
reinstatement  must  state,  in  the 
the  rule,  that  the  separation  was 
t  delinquency  or  misconduct,** 
subsequent  investigation  shows 
"ges  upon  which  the  employee 
lissed  to  have  been  unfounded, 
discharge  is  for  inefficiency  not 
elinquency  or  misconduct,  and  it 
1  to  give  further  trial  on  work  of 
ter  better  fitted  to  the  abilities 
employee,  a  certificate  for  rein- 
it  will  issue. 

1  8  of  the  civil-service  act  pro- 
it  no  person  habitually  using  in- 
ig  beverages  to  excess  shall  be 
d  to  or  retained  in  any  ofiice  or 


position  to  which  the  act  applies,  there- 
fore, overindulgence  in  intoxicants  can 
not  be  regarded  as  a  mere  disease.  It 
must  be  considered  misconduct,  and  per- 
sons dismissed  for  that  reason  are  not 
eligible  for  reinstatement. 

Revocation  of  the  order  of  dismissal 
will  not  serve  the  purpose  of  reinstate- 
ment. 

A  woman  claiming  right  to  reinstate- 
ment as  the  widow  of  a  soldier  must  prove: 
First,  the  death  of  the  soldier;  and  second, 
that  she  is  his  widow.  A  woman  who 
remarries  after  the  death  of  her  husband 
is  no  longer  his  widow.  Separation  from 
the  service  l>efore  marriage  to  the  soldier 
does  not  debar  her  from  the  privilege  con- 
ferred bv  the  rule. 

The  war  of  the  rebellion  opened  on 
April  15,  1861,  and  closed  on  August 
20,  1866.  Service  between  those  dates, 
whether  on  the  frontier  or  elsewhere, 
and  whether  or  not  in  any  State  or  part 
of  the  country  in  actual  rebellion,  will  be 
regarded  as  service  in  the  war  of  the  re- 
bellion. 


Rule  X. — Transfer. 

sfers  shall  be  governed  as  follows: 
o  transfer  shall  be  made  to  a  competitive  position 
Jie  lowest  class  in  any  grade  unless  the  appointing 
shall  certify  that  the  position  can  not  be  adequately 
>y  promotion;  but  the  Commission  may,  with  the 
al  of  the  head  of  any  Department,  adopt  regulations 
.ble  to  the  Service  in  or  under  such  Department, 
ng  what  class  shall  be  regarded  as  the  lowest  in  any 


Subordinate  to 
promotions. 


The  lowest  class  in  the  grade  of  clerk 
in  the  Treasury  and  Post-Office  Depart- 
ments at  \Va.shington  is  fixed  by  regula- 
tion at  $900. 

Where  a  transfer  involves  a  promotion 
the  promotion  rule  and  regulations  must 
also  be  observed. 


fyrnerU  of  a  clerk  for  the  purpose  of 
\m  detailed  to  another  Department. — 
>loyment  of  a  clerk  by  the  Engi- 
pertment  of  the  Army  for  the  sole 
of  having  him  detailed  to  assist 
l-service  board  of  examiners  at 
iti,  Ohio,  is  not  authorized. 
t,  p.  814,  Dec.  of  Compt.  Treas. ) 

b  person  appointed  without  competitive  examina-  ^'comp^m^v^ 
'  a  position  classified  at  the  time  of  such  appoint-  position. 
and  no  person  serving  in  an  unclassified  position  or 
isition  named  in  Schedule  A  not  appointed  b^'^  com- 
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S  of  this  rule,  unless  otherwise  provided  by  regu- 
f  the  Commission. 

an  uoder  this  section  may  be  BubetitutetraDBferred  from  one  post-office 
thont  compliance  with  tbe  re-  to  another  shall  go  to  the  foot  of  the  sub- 
it  of  examination   provided  in  etitute  liet. 

of  Rule  II.  The  extension  of  free  delivery  to  a 

titnte  can  not  be  transferred  to  post-office  will  not  bring  within  tbe  clas- 

posttion  in  another  part  of  the  sitied  service  a  person  who  never  reported 

He  mnst  first  become  a  regiular  for  duty  at  that  postnDffice,  to  whom  the 

!.  oatb  of  office  waa  never  administered 

jra  to  the  substitute  force  of  a  there,  and  who  has  not  received  compen- 

e,   except  from   the    substitute  sation  from  thst  office.     He  has,  there- 

nother  post-office,  may  be  made  fore,  do  status  for  transfer. 
intion  on  the  substitute  list.    A 

ieratives  and  other  employees  in  the  Bureau  of  |"^,a^™  '"■ 

ing  and  Printing  whose  duties  are  similar  to  those  pj^™^"*""* 

ativos  may  be  transferred  without  examiuatlon  and 

Lte  of  the  Commission  to  the  apportioned  positions 

rt  money  counter  and  paper  counter  in  the  ofiBce 

Secretary  of  the  Treasury,  money-order  aaaorter 

lied  laborer  acting  as  money-order  assorter  in  the 

f  the  Auditor  for  the  Post-Office  Department,  and 

counter,  feeder,  and  separator  in  the  office  of  the 

•er  of   the   United   States.     Employees  so  trans- 

yhall   not  be  charged  to  the  apportionment,  and 

insfer  shall  not  give  them  rights  of  promotion  or 

r  greater  than  those  of  the  positions  from  which 

sre  transferred,  and  they  shall  not  be  assigned  to 

other  than  those  of  the  positions  named  in  this 

witions  of  counter  in  the  office  of     the  regular  roll,  in  the  office  of  the  Treas- 
t^rof  the  Treasury, derkatSTOO      urer  of  the  United  States,  and  clerk  at 
.m  (to  be  employed  as  counter),      f840  per  annum  in  the  Bureau  of  Kngrav- 
Bank  Bedeoiption  .Agency,  clerk      inland  Printing,  are  also  reganled  as  poei- 
to  be  employed  ae  counters),  on     tions  to  which  this  provision  applies. 
niess  otherwise  specifically  provided  in  this  rule,  ""  <*"""»". 
on  shall  l>e  transferred  except  on  certificate  of  the 
ssion  previously  ohtatned,  and  subject  to  the  fol- 
limitations: 

Ic  must  have  received  ab.solute  appointment  and  *'"°j"J^  m. 
;tual!y  served  in  the  classified  service  at  least  six  ^^'p""""'' 
next  preceding  the  transfer. 
lauHe  has  been  modified  by  sec-      Departments  to  be  transferred  from  one 
the  approfiriatioii  act  approveil      Department  to  another  Departnieiit  until 
1906,  which  reads  as  follows:  such  clerk  or  other  employee  shall  have 

It  shall  not  be  lawful  hereafter  serveil  for  a  term  of  thn'f  year*  in  the 
ilerk  or  other  einployoii  in  the  Dejiartmcnt  froin  which  he  desires  to  be 
.  service  in  any  of  the  Executive     transferred. 
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Age  iimitauons.      (j^  jjg  iBust  be  within  the  age  limitations  prescribed 

for  examination  for  the  position  to  which  his  transfer  is 
proposed. 

Apportionment.      (c)  The  apportionment  must  be  observed,  unless  waived 

by  the  Commission  upon  the  certificate  of  the  appointing 
oflScer  that  the  transfer  is  required  in  the  interests  of 
good  administration,  setting  forth  in  detail  the  reasons 
therefor. 

A  transfer  from  the  nonapportioned  to  of  certification  from  an  examination  teet- 

the  apportioned  service  is  charged  to  the  ing  the  qualifications  possessed  by  such 

apportionment  of  the  State  of  which  the  person. 

person  transferred  is  a  legal  resident     If        In  transfers,  the  average  percentage  of 

this  State  has  received  an  excessive  share  appointments  received  by  all  the  States 

of  appointments,  such  a  transfer  is  in  the  will  be  taken  as  fixing  the  limit  of  the 

nature  of  an  exception  to  section  2  of  the  application  of  Rule  X,  section  S,  clause 

civil  service  act,  which  provides  for  the  (c),  if  the  transfer  is  manifestly  in  the 

apportionment  of  appointmentsto  the  pub-  interests  of  the  service, 
lie  service  in  the  Departments  at  Wash-        The  interests  of  good  administration 

ington  among  the  several  States  and  Ter-  may  sometimes  permit ^  though  they  can 

ritories  and   the  District  of  Columbia,  very  seldom  require,  a  transfer,  unless  the 

Such  transfers  are  therefore  not  author-  employee  is  possessed  of  some  unusual  or 

ized,  unless  the  person  whose  transfer  is  highly  technical  knowledge,  ability,  or 

sought  possesses  qualifications  not  pos-  skill  which  is  required  for  the  meet  effi- 

sessed  by  eligibles  tested  by  competitive  cient  performance  of  the  duties  of  the 

examination,  and  it  is  not  practicable  to  position  to  which  he  is  to  be  transferred  ^ 

fill  the  position  by  the  transfer  or  pro-  and  which  it  would  be  difficult  or  im] 


motion  of  a  person  in  the  apportioned  sible    to    obtain  through    the  ordinar^S 

service.  means  provided  for  filling  such  position^^ 

The  requirement  that  the  apportion-  See  section  9  of  this  rule 

ment  must  be  observed  unless  waived,  as  If  a  transfer  involves  a  promotion,  th  -^ 

stated,  will  not  be  construed,  however,  promotion  rule  and  regulations  must 

as  prohibiting  the  transfer  of  a  person  be  observed, 
whose  State  of  legal  residence  is  in  order 

Examination.         ^^  jj^j  must  pass  an  appropriate  examination  wheneve: 

different  tests  are  prescribed  for  original  entrance  to  th» 
position  to  which  transfer  is  proposed. 

See  section  6,  Rule  II.  or  other   tests   which   the  Commissioii 

Where  a  person  has  passed  the  exam-  shall  deem  equivalent  thereto,  the  Com 

ination  required  for  the  position  to  which  mission    may,   in    its  disoretion, 

transfer  is  proposed,  or  an  examination  further  examination. 

ciaasofwork.         (^^  jj^  shall  not  be  transferred  to  a  position  in  whicld 

there  is  not  required,  in  the  judgment  of  the  Commission^  ^ 
the  performance  of  the  same  class  of  work  or  the  practic€£3P 
of  the  same  mechanical  trade  required  in  the  position  from^^ 
which  transfer  is  proposed. 

The  rule  forbidding  transfer,  except  to  employees  within  a  department.     It  iff 

a  position  in  which  the  performance  of  intended  that  transfers  shall  be  so  made 

the  same  clai»8  of  work  is  re^juircHl,  iH  not  that  training  received  in  onepoeition  will 

intended  to  prevent  the  advancement  of  be  made  available  elsewhere. 
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Any  exception  to  this  requirement  must 
l)e  in  the  interests  of  good  administration, 

^uid  is  permissible  only  when  it  can  be 

shown  that  the  transfer  is  along  the  line 

"Of  the  person's  trade,  profession,  or  train- 
ing not  of  an  ordinary  clerical  character 

especially  fitting  him  for  the  work  to  be 
performed. 

The  transfer  of  a  person  who  has  been 
appointed  from  a  register  from  which,  m 

^uxordance  with  section  1,  clause  (a),  of 

9.  A  person  to  be  transferred  from  a  nonapportioned  ^"^^  residence. 
^  an  apportioned  position  shall  be  required,  previous  to 
liis  transfer,  to  prove  bis  residence  in  the  same  manner  as 
:for  original  appointment. 


Rule  VII,  he  would  have  been  in  turn 
to  be  certified  for  appointment  to  the 
position  to  which  transfer  is  proposed  may 
be  made  without  reference  to  line  of 
work. 

In  exchange  of  positions  between  the 
field  service  of  a  department  and  its 
bureaus  at  Washington  strict  requirement 
as  to  the  same  class  of  work  will  not  be 
insisted  upon. 


pointed,  will  not,  in  the  event  of  their 
transfer  to  the  apportioned  service,  be 
required  to  file  another  application  estab- 
lishing legal  residence,  but  will  be  charged 
to  the  State  from  which  originally  ap- 
pointed. 


Persons  who  proved  legal  residence  be- 
iore  appointment  in  the  nonapportioned 
service,  who  have  been  continously  in 
Ihe  Government  service  since  their  ap- 
j>ointment,  and  still  claim  legal  residence 
in  the  State  from  which  they  were  ap- 

10.  An  oflScer  or  employee  occupying  a  competitive  ™^pp*°® 
position  in  the  Philippine  classified  service,  who  has  sei'ved 
three  years  or  more  therein,  may  be  transferred  to  the 
Pederal  classified  service,  subject  to  the  provisions  of 
these  rules. 


Persons  probationally  appointed  in  the 
J*ederal  service  of  the  War  Department 
in  the  Philippines,  from  the  Gommis- 
oion's  registers  or  those  of  the  Philippine 
IBnreau  of  Civil  Service,  are  required  to 
oerve  there  at  least  two  years,  not  neces- 
saanly  after  probational  appointment,  be- 
fore transfer  to  the  United  States.  This 
:vequirement  does  not  modify  section  10 
^Df  Hule  X,  nor  the  requirement  of  three 
^^ears'  service  before  transfer  of  persons 
^^lassified  by  Executive  order,  March  1, 
:i904. 

Classified  employees  of  the  War  De- 
X^artment  who  are  sent  to  the  Philippines 
<:»n  a  tour  of  duty  are  not  subject  to  the 
^bove  limitations,  but  may  be  retrans- 
f  erred  to  the  United  States  in  the  discre- 
tion of  the  War  Department 


Employees  with  clean  records  may  be 
reinstated  within  one  year  of  date  of  sep- 
aration, for  purpose  of  transfer  under  this 
provision. 

After  service  of  two  years  in  a  classified 
position  on  the  Isthmus  of  Panama,  trans- 
fers may  be  made  to  classified  positions  in 
the  United  States.  The  limitation  of  two 
years'  service  may  be  waived  [after  abso- 
lute appointment]  upon  the  recommenda- 
tion of  the  head  of  a  Department,  or  of 
the  executive  committee  of  the  Isthmian 
Canal  Commission,  in  exceptional  and 
meritorious  cases.  (Extract  from  Regu- 
lations for  the  Isthmian  Canal  Service 
on  the  Isthmus  of  Panama,  Sec.  VII, 
par.  5.) 
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Competitiye 
tests. 


Rule  XI. — Promotion. 

1.  Competitive  tests  or  examinations  shall,  as  far  as 
practicable  and  useful,  be  established  to  test  fitness  for 
promotion  in  the  classified  service. 

occasional  employment  is  chai^ged  against 
all  of  the  names  appearing  thereon.  The 
persons  thus  appointed  have  a  fixed  status 
in  that  they  are  promoted  to  the  perma- 
nent force  in  the  order  of  their  original 
appointment  to  occasional  duty. 

The  requirement  of  absolute  appoint- 
ment before  promotion  in  promotion  r^- 
ulations  does  not  apply  to  the  advance- 
ment to  positions  in  the  r^^lar  force,  of 
persons  employed  for  occasional  duty. 

Apprentices  may  be  promoted  to  jour- 
neymen upon  the  completion  of  appren- 
ticeship without  examination,  service  for 
the  term  of  apprenticeship  being  regarded 
as  a  sufficient  test  of  fitness. 

The  requirement  in  promotion  regula- 
tions of  two  years*  service  prior  to  exam- 
ination for  promotion  from  subclerical  to 
clerical  grades  is  met  by  previous  em- 
ployment in  a  classified  position  for  that 
period  under  another  appointment. 

Former  service  as  a  substitute  in  an- 
other branch  of  the  service  will  not  be 
counted  as  part  of  the  two  years'  service 
required  for  entrance  to  the  promotion 
examination  for  the  apportioned  Depart- 
mental service. 

Eligibles  on  a  promotion  register  estab- 
lished according  to  promotion  regulations 
are  entitled  to  certification  as  long  as  they 
remain  on  the  register,  unless,  after  hav- 
ing been  three  times  certified,  the  ap- 
pointing officer  shall  object,  in  writing, 
to  a  further  consideration  of  their  names. 

If  it  shall  be  ascertained  through  direct 
correspondence  that  such  is  the  wish  of 
the  parties  concerned,  a  senior  substitute 
may  be  authorizeil  to  waive  his  right  of 
promotion  to  a  regular  vacancy  in  favor 
of  the  substitute  standing  next,  and  retain 
his  position  at  the  head  of  the  substitute 
list. 

A  substitute  employed  temporarily  on 
account  of  the  increase  in  the  business  of 
a  post-office  is,  by  his  separation  there- 
from, relegated  to  his  former  position  on 
the  substitute  list. 


When  a  requisition  has  been  made 
under  section  1  of  Rule  VII  for  a  certifi- 
cation of  eligibles,  and  the  Commission, 
at  the  request  of  the  Department,  has 
made  public  announcement  of  an  exam- 
ination to  secure  such  eligibles,  the  va- 
cancy shall  not  thereafter  be  filled  by 
transfer,  promotion,  or  reinstatement, 
without  the  consent  of  the  (Commission. 

Before  a  i)er8on  occupying  a  subclerical 
position  in  one  Department  can  go  there- 
from to  a  clerical  position  in  another  De- 
partment he  must  have  earned  his  pro- 
motion through  competitive  examination 
and  have  been  promoted  in  the  Depart- 
ment in  which  he  was  employed,  or  have 
been  eligible  to  the  next  promotion  in 
that  Department 

A  promotion  from  a  nonexcepted  posi- 
tion to  an  excepted  position  may  only  be 
forced  upon  a  clerk  for  considerations  of 
public  good;  as  for  instance,  because  the 
clerk  can  render  more  efficient  service  in 
the  position  to  which  promoted. 

Temporary  service  in  a  higher  grade 
does  not  forfeit  rights  of  pTX)motion  in  the 
former  position. 

The  promotion  of  persons  employed 
for  occasional  duty  will  be  made  only  to 
the  lowest  class  of  the  grade  in  which  the 
occasional  employee  is  serving,  or  to  the 
lowest  class  of  any  other  grade  not  re- 
quiring a  higher  examination. 

In  filling  vacancies  in  the  regular  grades 
from  among  those  employed  for  occasional 
duty,  selections  for  promotion  will  be 
made  in  the  order  of  seniority,  except 
where  the  principal  officer  gives  good 
reasons  why  the  occasional  employee 
ongest  in  the  service  is  not  by  virtue  of 
ability  or  efficiency  entitled  to  such  pro- 
motion. The  following  distinction  is 
made  between  occasional  and  temporary 
employees:  A  certification  for  temporary 
employment  is  not  charged  against  any 
of  the  names  appearing  thereon.  A  per- 
son thus  temporarily  appointe<l  has  no 
status  outside  of  the  temporary  position 
to  which  appointed.     A  certification  for 
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2.  Until  regulations  to  govern   promotions  are  made,  fe^J^tions 
promotions  may  be   made  upon  any  test  of  fitness,  not  a<iopt«i- 
disapproved  by  the   Commission,  which   may  be  deter- 
mined upon  by  the  promoting  oflBcer,  subject  to  the  fol- 
lowing limitations: 

(a)  The  age   limitations   and  apportionment  must  be  ^^|  ^^"^^^^^o'^^ 

observed  apportionment. 

(b)  In  ease  of  promotion  to  a  position  for  which  the  Examinations. 
entrance  tests  are  different,  the  person  to  be  promoted 

must  first  pass  an  appropriate  examination   before  the 
Commission. 

The  examination  will  ordinarily  be  the     satisfactory  evidence  is  presented  of  the 
same  as  is  required  for  original  entrance  '  qualification  of  the  person  by  training, 
to  the  position  to  which  promotion  is  to     experience,  or  education,   further    tests 
be  made,  but  in  cases  in  which  examina-     may  be  dispensed  with. 
tion    is    clearly  unnecessary,   as  where 

{e)  Any  employee  in  the  classified  Indian  Service  may,  requir?d*fo*^**'" 
with  the  approval  of  the  Secretary  of  the  Interior,  be  pro-  §u™^niend^nt 
moted  without  examination  to  the  position  of  superintend-  ^choSi^^ 
ent  of  an  Indian  school,  upon  a  statement  of  the  Com- ^3™^^^ '^"°® 
missioner  of  Indian  Affairs  that  the  emplo^^ee  possesses 
the  requisite  business  and  executive  qualifications  to  fill 
the  position,  and  the  Commission  will  on  such  statement 
issue  the  necessary  certificate. 

3.  No  recommendation  for  the  promotion  of  a  classified  uons  w^ich^may 
employee  shall  be  considered  by  any  oflBcer  concerned  in  "ons^Jdered 
making  promotions,  unless  it  be  made  by  the  person  under 

whose  supervision  such  employee  has  served;  and  such  ^"J^iJlJ '*^' 
recommendation  by  any  other  person,  if  made  with  the  recommenda- 
knowledge  and  consent  of  the  employee,  shall  be  suflScient 
cause  for  debarring  him  from  the  promotion  proposed, 
and  a  repetition  of  the  offense  shall  be  suflScient  cause  for 
removing  him  from  the  service. 

4.  Substitutes  shall  be  promoted  to  the  first  vacancies  ^'  s^bsututes. 
occurring  in  regular  positions  in  the  order  of  their  origi- 
nal appointment,  whenever  there  are  substitutes  of  the 
required  sex  who  are  eligible  and  will  accept,  unless  such 
vacancies  are  filled  by  promotion,  transfer,  or  reinstate- 
ment. 

In  view  of  the  fifth  section  of  the  act  ployed.     (First  Comptroller,  March  14, 

of  March  3,  1893,  defining  the  hours  of  1893.     See  opinion  of  Attorney-General, 

labor  in  the  Departments  and  showing  March  6,  1890.) 

under  what  circumstances  leaves  of  ab-  Where  two  or  more  8ul)stitutes  are  ap- 

sence  may  be  granted,  substitutes,  except  pointed  on  the  same  date,  they  shall  be 

as  provided  by  law,  may  not  be  em-  promoted  to  the    regular  force  in  the 
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1  l)y  tlieni  in  PromotionB  from  eulMtilute  to  i^lii 

M'  lit'  tlu'tart  poeitiona  tiliall  be  made  in  the  order  o! 

ili^tiiiili'ri  may  the  dat«  of  appointment  in  the  ealin 

iiri'  iiii'lcr  SfC-  iiSice  and  not  in  any  one  division. 

r-on  who  ha»  l^een  reinstated  in  the  classified 
^t  i,rnidp  lower  tliiin  that  from  wliich  he  had  l)eeti 
itLiLv  )>o  promoted  to  his  former  grade  withoul 


RuLE'XII,— Removal. 

jiiukin^f  removals  or  reductions,  and  in  other  pun- 
.  ])rTi:ilties  like  in  character  shall  lie  imposed  for 

["■rson  sliail  be  removed  from  a  competitive 
.  except  fur  such  cause  as  will  promote  the  effi- 
l'  till"  service.  When  the  President  or  head  of  an 
VI-  Deimrtment  is  satisfied  that  an  officer  or  em- 
ri  I  Ik'  classified  service  is  inefficient  or  incapable 
I  111'  public  service  will  be  materially  improved  bj' 
i\;il,  -;iirh  i-cnioviil  may  he  made  without  notice  to 


CIVIL  SEBVICE  COMMISSION. 


269 


and  attention  to  his  duties  are  questions 
of  discretion  and  judgment  to  be  deter- 
mined by  the  heads  of  the  Departments. 
Such  questions  are  beyond  the  power  of 
any  court  Taylor  v.  Taft,  Secretary  of 
War. — Court  of  Appeals,  D.  C.  Decision 
of  June  8,  1904. 

Removal  an  incident  to  power  of  appoint- 
ment.— It  may  be  regarded,  then,  as  the 
settled  law  that  the  power  of  removal  is 
incident  to  the  power  of  appointment, 
and  therefore  that  any  law  which  confers 
upon  the  head  of  a  Department  a  power 
of  appointment,  ip9o  facto,  conveys  a 
powor  of  removal  as  effectually  as  if  that 
power  were  expressly  given  by  the 
statute.  The  power  of  removal  is  in- 
trenched in  the  law.  It  is  created  by  an 
act  of  legislation,  and  it  can  only  be 
taken  away  or  modified  by  similar  au- 
thority. Woods  V.  Gary. — Supreme 
Court,  D.  C.     Sept.  14,  1897. 

Removal  under  control  of  Executive. — 
Poflseflsed  by  the  Constitution  of  the 
power  of  appointment  and  removal, 
except  possibly  as  he  may  be  therein 
restrictefi  by  act  of  Congress,  the  Execu- 
tive has  the  right  to  regulate  for  himself 
the  manner  of  appointment  and  removal. 
He  mav  direct  his  subordinates  who  ex- 
ercise  under  him  in  certain  cases  the 
power  of  appointment  and  removal  with 
respect  thereto,  and  may  regulate  the 
manner  in  which  they  may  act  for  him; 
but  this  is  an  administrative  order  of  the 
Executive,  not  done  in  compliance  with 
any  law  or  in  regulation  of  the  execution 
of  any  law  enacted  by  Congress  restrict- 
ing his  right  of  removal,  but  is  simply  an 
instruction  to  those  who  hold  positions 
by  virtue  of  his  appointment  of  the  man- 
ner in  which  they  shall  discharge  their 
duties  in  respect  to  the  removal  of  their 
subordinates.  The  order  is  not  the  law 
of  the  land;  it  is  not  the  emanation  of  the 
lawmaking  power,  but  is  merely  a  regu- 
lation adopted  by  the  Executive,  as  he 
rightfully  might,  in  r^ulation  of  the  con- 
duct of  those  who  are  subject  to  his 


authority.  He  made  it,  and  may  at  his 
pleasure  rescind  it.  (Carr  v.  Gordon,  82 
Fed.  Rep.,  373.) 

No  property  right  in  office. — These  rules 
regulating  the  power  of  removal  were 
made  by  the  President,  and  may  be 
repealed,  altered,  or  amended  at  his 
pleasure.  Prior  to  November  2,  1896, 
no  such  restraints  existed,  and  if  after 
that  date  they  came  into  force,  it  was 
alone  by  virtue  of  an  Executive  order. 
Law  is  not  thus  enacted,  altered,  or 
amended.  Law  must  be  an  expression 
of  a  rule  of  action  by  the  legislative 
authority.  These  civil-service  rules,  so 
far  as  they  deal  with  the  Executive  right 
of  removal,  a  right  which  is  but  an  inci- 
dent of  the  power  of  appointment,  are  but 
expressions  of  the  will  of  the  President 
and  are  regulations  imposed  by  him  upon 
his  own  action  or  that  of  heads  of  depart- 
ments appointed  by  him.  He  can  enforce ' 
them  by  requiring  obedience  to  them  on 
penalty  of  removal.  But  they  do  not 
give  to  the  employees  within  the  classi- 
fied civil  service  any  such  tenure  of  office 
as  to  confer  upon  them  a  property  right 
in  the  office  or  place.  (Morgan  v.  Nunn, 
84  Fed.  Rep.,  561.) 

Enforcement  of  regulations  concerning 
removal. — Under  the  civil-service  law 
neither  the  Civil  Service  Commission  nor 
the  President,  nor  both  combined,  can 
make  any  regulations  with  the  force  and 
effect  of  law,  nor  will  courts  of  equity  en- 
force them.  The  President  has  power  to 
enforce  such  regulations  by  the  exercise  of 
the  power  of  removal,  and,  if  he  does  not 
do  so,  courts  of  equity  will  not  interfere. 
(Flemming  v.  Stahl,  83  Fed.  Rep.,  940.) 

The  complaint  that  unfit  men  are  "  pro- 
tected by  the  rules"  is  not  true.  On  the 
contrary,  the  power  of  removal  for  unfit- 
ness is  with  the  head  of  the  office.  The 
appointing  officer  is  the  judge  of  the  qual- 
ifications of  his  subordinates,  and  the 
question  whether  such  cause  exists  as 
requires  a  removal  for  the  efficiency  of 
the  service  is  for  him  to  determine. 
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Rdlb  Xin. — Rkv()kt8  ok  Changes, 
■Sii^r^V'Mniik.  '■  '■'^''■y  nominating  or  appointing  offioor  in  thees»ni' 
■^''Iiirji  ''  "  ''"'  '''^'''  -'''■^'I'^o  ^hall  report  In  df^tatl  to  the  Cotuuu)««ioiv 
ivhciii'vi  r  and  in  such  mnnncr  as  it  may  proscribe,  dt 
ili;iri^'i'>  ill  the  service  under  his  autliorily,  whetliDrth^ 
iiliV'i't  ]iu>itiona  or  employeas  that  are  classified,  atxist- 
silii'i!.    i-x^^epted,   pvnwinent,   tcniporHry.   or  subject  la 

'i'w'Ji'pi'-"  "'   '^"' ''  offiecrK  shall  hHho  furnish  to  the  Commission) 

utii'ii  ri'iiiiested,  a  list  of  all  the  positjoos  and  empl<^^ 
iiiniit-  iimlcr  tln'ir  Btithority,  together  with  the  nnintt^ 
ill  .-.iKiiiiijiins,  (^mponsations,  duties,  and  dates  of  appoiofr 
MLiiii  II]'  iiLiployuientof  all  jx-i-wons  iturviiig  therein. 
V"i''.'"T'' "'  ■'■  l^''i""'ts  of  appointmeutH  and  chants  in  status  tf 
ubpwrs.  tLiiii'    lahiirers  or  workmen  shall   Ijc   uiTompnniod  hy  ■ 

^-tiiiriLiiiii  setting    forth   specifii'ally  the  kind  of 
1111  itiLiiiiil,  in  detail  sufficient  to  ennblo  the  Coinmis^Hn 
e  the  status  of  each  ]>osition  aa  classified  or  u 


»iwt  H  similar  statement  of  duties  performecl  1| 
exwd 


I'Liijiliiyee  or  pertaining  to  any  poattion  in  the 

riv  11  M'l'vii'f  s!l:iM  )ic-  furiiiahod  to  the  Commis 
ii'^i        Ml    i-s-i'tilijil    .■hfinir^.s  of   diitips    nprtaii 


ri  on 
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Rule  XV.— Withholding  Salary. 
If  the  Commission  shall  find  that  any  person  is  holding  compensation 

.^.  .         .    ,    ,.  #  J.I  •    •!  •  J.  i?   xi      conditional  upon 

a  position  m  violation  of  the  civil-service  act  or  of  tneiegai  appoint- 
rules  promulgated  in  accordance  therewith,  it  shall,  after  Act,  sec.  7. 
notice  to  the  person  aflfected  and  an  opportunity  for  ex- 
planation, certify  the  facts  to  the  proper  appointing 
officer.  If  such  person  be  not  dismissed  within  ten  days 
thereafter,  it  shall  certify  the  facts  to  the  proper  disburs- 
ing and  auditing  officers,  and  such  officers  shall  not  pay 
or  audit  the  salary  or  wages  of  such  person  thereafter 
accruing:  Provided^  That  if  a  question  of  law  respecting 
the  power  to  appoint  or  employ  is  raised  in  any  such  case, 
the  President  or  the  head  of  a  Department  may  obtain  the 
opinion  of  the  Attorney-General  thereon. 


Employment  of  persons  who  have  not  been 
certified  by  the  Commission. — A  person  em- 
ployed by  a  marshal  as  his  oflSce  deputy, 
without  having  l^een  certified  by  the  Civil 
Service  Commission  as  eligible  to  employ- 
ment, although  employed  in  violation  of 
Executive  orders,  is  not  employed  in  vio- 
lation of  law,  and  is  entitled  to  the  ex- 
I>ense8  incurred  by  him  in  serving  a  war- 
rant of  arrest.  (Vol.  5,  p.  649,  Dec.  of 
Ck)uip.  Treas. ) 

Payment  of  temporary  Spanish  War  em- 
ployees.— Since  the  passage  of  the  act  of 
April  28, 1902,  the  employment  and  pay- 
ment of  temporary  employees  under  the 
appropriation  for  continuing  the  employ- 
ment of  additional  temporary  clerks  and 


employees,  rendered  necessary  by  in- 
creased work  incident  to  the  war  with 
Spain,  is  not  authorized,  unless  they  are 
employed  as  prescribed  by  the  civil- 
service  act  of  January  16,  1883,  and  the 
rules  and  regulations  made  in  conformity 
therewith.  (Vol.  8,  p.  890,  Dec.  of 
Comp.  Treas.) 

Presumption  of  compliance  with  law  and 
rules. — In  the  absence  of  evidence  to  the 
contrary  the  accounting  officers  will,  in 
the  settlement  of  salary  accounts,  assume 
that  the  civil-service  law  and  rules  have 
been  complied  with  by  the  oflBcer  having 
the  power  of  appointment.  (Vol.  3,  p. 
52,  Dec.  of  Comp.  Treas. ) 


Rule  XVI. — Regulations. 

1.  The  Commission  shall  have  authority  to  make  regu-  f^utaUoSf^* 
lations  for  the  execution  of  these  rules. 

2.  No  modification  of  the  existing  regulations  in  the  ^^^2*^8, 
Navy  Department  governing  the  employment  of  labor  at 
navy-yards  shall  be   made  without  the  approval  of  the 
Commission. 


SCHEDULE  A. 


IONS  EXCEITEDFROM  EXAMINATION 
ii:i{  RULE  II,  CLAUSE  3. 


L'  deemed  excepted  unless  it  la  speciflcftlly  camnl 
liiion  shall  be  treated  aa  excepted  under  tLe  tilit  ol 
ent  number  Ite  indii'ateil. 
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r  conddential  clerk   to  each  of  tlie  heads  of  bureMt 

lid  coiiiinned  by  Ibe  Senate  in  the  Kxecntive  DepwV 
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II.  Trbabuby  Dbpabtment.^' 

1.  Not  exceeding  one  solicitor  to  the  collector  at  the  port  of  New  York,  if  author- 
by  the  Secretary  of  the  Treasury. 

2.  One  confidential  clerk,  if  authorized  by  the  Secretary  of  the  Treasury,  to  each 
i  the  following  officers: 

The  collector  of  each  customs  district  where  the  receipts  for  the  last  preceding 

year  amounted  to  as  much  as  $500,000. 
The  appraisers  at  the  ports  of  Boston,  New  York,  and  Philadelphia. 
One  private  secretary  in  the  office  of  the  naval  officer  of  customs  at  the  port  of 
ew  York. 

3.  One  counsel  before  the  Board  of  United  States  General  Appraisers. 

4.  In  the  New  York  customs  district:  One  paymaster;  stitch  counters. 

5.  Storekeepers  and  gaugers  whose  compensation  does  not  exceed  $3  per  day 
hen  actually  employed  and  whose  aggregate  compensation  shall  not  exceed  $500 
r annum. 
This  exception  from  the  requirement  of  examination  shall  not  apply  to  the  Fifth 

ntemal  Revenue  district  of  North  Carolina. 

6.  One  chief  clerk  in  each  mint  or  assay  office,  who  is  authorized  by  law  to  act  for 
^he  superintendent  or  assayer  in  charge  during  his  absence  or  disability. 

7.  One  private  secretary  or  confidential  clerk  to  the  superintendent,  one  cashier, 
^::>ne  deposit  weigh  clerk,  one  assistant  coiner,  and  one  assistant  melter  and  refiner  in 
^5ach  mint  or  assay  office. 

8.  Any  local  physician  employed  for  temporary  duty  as  acting  assistant  surgeon 
Xn  the  Public  Health  and  Marine-Hospital  Service. 

9.  Any  person  employed  in  the  Public  Health  and  Marine-Hospital  Service  as 
quarantine  attendant  at  the  Gulf,  South  Atlantic,  Mullet  Key,  Reedy  Island,  Cape 
d^harles,  Columbia  River,  or  San  Francisco  quarantine;  and  any  person  employed  as 
c^oarantine  attendant,  or  acting  assistant  surgeon,  or  sanitary  inspector,  on  quaran- 
ttine  vessels,  or  in  camps  or  stations  established  for  quarantine  purposes  during  epi- 
<zlemics  of  contagious  diseases,  for  temporary  duty  in  the  United  States  or  elsewhere 

preventing  the  introduction  or  spread  of  contagious  or  infectious  diseases. 

10.  In  the  Alaska  customs  service  all  persons  appointed  or  employed  for  the  season 
f  navigation  only. 

11.  One  examiner  of  tobacco  and  one  examiner  of  tea  in  the  customs  service  at  the 
of  Chicago. 

12.  Mounted  inspectors  in  the  customs  service  on  the  Mexican  border. 

III.  War  Department.  « 

1.  All  paymaster's  clerks  actually  on  duty  with  paymasters. 

2.  All  cable  engineers. 

3.  All  telegraph  operators,   telegraph  linemen,   and  cable  seamen,  receiving  a 
=^:feionthly  compensation  of  $60  or  less,  serving  on  military  telegraph  systems  or  at 
^^lilitary  stations,  and  who  perform  their  duties  in  connection  with  their  private 
Vkusiness  or  with  other  employment,  such  duties  requiring  only  a  portion  of  their 
'tLlme.    Appointment  to  such  positions  shall  be  subject  to  noncompetitive  examina- 
tion as  to  practical  skill  in  the  work  required  therein,  by  a  signal  officer  or  acting 
signal  officer,  whose  certificate  as  to  the  professional  fitness  of  the  appointee  shall 
b^  forwarded  to  the  Secretary  of  War,  and  a  duplicate  thereof  to  the  Civil  Service 
Commission. 

4.  All  pereons  in  the  army  transport  service. 

5.  All  commissioners  for  the  national  military  parks. 

a  See  excepted  positions  in  this  Department  under  heading  *'The  Entire  Classified 
Service." 

S.  Doa  396, 50-2,  pt  1 18 
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6.  Consulting  architect,  for  work  of  reconstructing  the  United  States  Military 
Academy  at  West  Point,  New  York. 

7.  All  firemen  employed  on  torpedo  planters. 

8.  One  law  officer  in  the  Bureau  of  Insular  Affairs. 

9.  One  superintendent,  one  chief  chemist  and  assistant  superintendent,  and  one 
first  assistant  chemist,  for  service  in  connection  with  the  operation  of  the  Washing- 
ton Filtration  Plant,  under  the  Engineer  Department. 

IV.  Department  op  Justice,  a 

1.  Wardens,  chaplains,  and  physicians  in  the  United  States  penitentiaries  or 
prisons. 

2.  One  clerk  to  each  United  States  district  attorney. 

3.  Examiners. 

4.  Any  person  employed  as  oflSce  or  field  deputy  in  the  office  of  a  United  States 
marshal. 

5.  All  positions  and  employments  deemed  by  the  Attorney-General  to  be  legal  or 
confidential  in  their  character,  and  which  relate  to  temporary  service  or  which  grow 
out  of  appropriation  acts  committing  to  the  Attorney-General  the  execution  of  some 
purpose  of  the  law  and  the  expenditure  of  the  funds  therefor,  but  not  creating  spe- 
cific positions. 

V.  Post-Oppice  Department. « 

1.  The  Assistant  Attorney-General  for  the  Post-Office  Department. 

2.  One  private  secretary  or  confidential  clerk  to  the  Assistant  Attorney-General, 
and  one  to  the  Purchasing  Agent  of  the  Post-Office  Department. 

3.  One  private  secretary  or  confidential  clerk  to  the  postmaster,  if  authorized  by 
the  Postmaster-General,  at  each  post-office  where  the  receipts  of  the  last  preceding 
fiscal  year  amounted  to  as  much  as  $350,000. 

4.  All  employees  on  star  routes  and  in  post-offices  having  no  free  delivery  service, 

5.  One  assistant  postmaster  or  the  chief  assistant  to  the  postmaster,  of  whatever 
designation,  at  each  post-office. 

6.  One  auditor  at  the  post-office  in  New  York  City.^ 

VI.  Department  op  the  Interior. « 

1.  The  superintendent  of  the  Hot  Springs  Reservation. 

2.  One  special  land  inspector  and  four  special  inspectors. 

3.  Inspectors  of  coal  mines  in  the  Territories. 

4.  Temporary  clerks  employed  in  the  United  States  local  land  offices  to  reduce 
testimony  to  writing  in  contest  cases,  not  paid  from  Government  funds. 

5.  Indians  employed  in  the  Indian  Service  at  large,  except  those  employed  as 
superintendents,  teachers,  manual  training  teachers,  kindergartners,  physicians, 
matrons,  clerks,  seamstresses,  farmers,  and  industrial  teachers. 

6.  Special  commissioners  to  negotiate  with  Indians,  as  the  necessity  for  their 
employment  may  arise. 

7.  One  financial  clerk  at  each  Indian  agency  to  act  as  agent  during  the  absence  or 
disability  of  the  agent. 

8.  Physicians  employed  in  the  Indian  service  and  receiving  not  more  than  $720 
per  annum  salary,  who  may  lawfully  perform  their  official  duties  in  connection  with 


o  See  excepted  positions  in  this  Department  under  heading  "The  Entire  Classified 
Service." 

b  The  clauses  of  Section  V  of  this  schedule  excepting  cashiers  and  finance  clerks 
were  stricken  out  on  March  30,  iy05,  with  the  provision  that  **  No  cashier  or  finance 
clerk  appointed  under  the  exceptions  from  examination  lormerly  contained  in  this 
schedule  shall  acquire  any  of  the  rights  or  privileges  conferred  by  these  rules  upon 
competitive  I'inployees  except  upon  recommendation  hy  the  rostmaster-General." 
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uirpriTata  practice,  each  employment,  however,  to  beanbject  to  the  approval  of 
U  ComnuBBion. 

S.  All  phfaciana  employed  as  penaion  examining  Bargeona,  whether  organiEed  in 
Mide  or  working  individually  under  the  direction  of  the  CknnmieBioner  of  Penaions. 
Ilia  paragraph  ahall  not  include  medical  examiners  in  the  Pentdon  Office. 
10.  Five  special  pension  examiners  to  mveatigate  fraodalent  and  other  pension 
aims  of  a  criminal  nature. 

It.  f^ve  special  agente  of  the  General  Land  Office  to  investigate  frandnlent  entries 
id  other  matters  ol  a  criminal  nature. 

12.  Consulting  engineers  of  the  Reclamation  Service  under  the  Geological  Survey. 

13.  One  confidential  clerk  and  one  record  clerk  to  the  Superintendent  of  the 
ivemment  Hospital  for  the  Insane. 

14.  One  private  secretary  to  the  Director  of  the  Geological  Survey. 

VII.  DbPARTMBST  of   AQRICbLTORE." 

1.  Agents,  experts,  and  student  awistants  for  temporary  doty  employed  in  making 
t'estigationa  and  famishing  information  for  the  Department,  aa  provided  by  law 

Doder  the  direction  of  the  head  of  the  Department,  whiijh  agents,  experts, 
d  Htudeut  assistants  shall  be  borne  on  the  rolls  as  such  and  be  actually  engaged  in 
e  duties  for  which  they  were  appointed,  and  whose  payment  has  been  authorised 

law,  provided  that  the  salary  of  such  student  asaiaUnls  shall  not  exceed  a  rate  of 
M  per  annum  each  while  employed. 

2.  One  etatiatical  agent  in  each  State  and  Territory  where  authorized  by  law. 

{.  Guards,  guides,  cooks,  packers,  teamsters,  choppers,  and  skilled  laborers 
iployed  temporarily  during  the  season  of  danger  from  fires,  or  when  other  special 
irk  requires  additions  to  the  regular  reserve  force.  They  Eihatl  serve  only  as  long 
absolutely  required  and  in  no  case  more  than  six  months  in  any  one  year,  except 
the  case  of  forest  guards,  whose  employment  shall  not  be  so  limited.  So  far  as 
e  Commission  may  deem  practicable,  such  appointments  shall  be  made  from  the 
{isters  of  eligibles  for  forest  rangers. 

VIII.  Isthmian  Canal  Commission.'' 

All  officers  anil  employees  in  the  Bervice  of  the  Isthmian  Canal  Commission  upon 
e  lBthmu»  of  Panama,  except  those  who  are  to  perform  the  duties  of  clerk,  liook- 
eper,  stenograplter,  typewriter,  surgeon,  physician,  trained  nurse,  or  draftsman. 
No  persiin  appointed  to  the  service  on  the  Isthmus  of  Panama  otherwise  than 
rough  competitive  examination  or  by  transfer  or  promotion  from  a  competitive 
eition  sliatl  be  transferred  to  a  competitive  position. 

IX.  Dbpahtmbvt  or  Cohmerck  asi>  Labor." 

1.  All  percons  temporarily  connected  with  the  field  operations  of  the  Bureau  of 
Bherie«  who  arc  |>ald  from  lump  appropriations  for  uiincelianeous  expense.  No 
rBOD  employed  in  a  position  specifically  provided  for  by  statute  at  any  station  shall 
1  regarded  as  excepted  from  examination  hereunder. 

'See  excepted  positions  in  this  Department  under  heading  "The  Entire  Classfled 

'Amendment  of  January  12, 1MK>.    See  Executive  order  of  May  31, 1906,  page  — . 


EXECUTIVE  ORDERS. 


Veteran  Preference. 
January  17,  1002. 

The  attention  of  the  Department  is  hereby  called  to  the  provicdons  of  the  laws 
giving  preference  to  veterans  in  appointment  and  retention. 

The  President  desires  that  wherever  the  needs  of  the  service  will  justify  it,  and 
the  law  will  permit,  preference  shall  be  given  alike  in  appointment  and  retention  to 
honorably  discharged  veterans  of  the  civil  war  who  are  fit  and  well  qualified  to  per- 
form the  duties  of  the  places  which  they  seek  or  are  filling. 

Attempts  of  Employees  to  Influence  Legislation. 

January  31,  1002.     (Amended  January  25,  1906.) 

AH  oflScers  and  employees  of  the  United  States  of  every  description,  senring  in  or 
under  any  of  the  Executive  Departments  or  independent  Grovemment  establidi- 
ments,  and  whether  so  serving  in  or  out  of  Washington,  are  hereby  forbidden, 
either  directly  or  indirectly,  individually  or  through  associations,  to  solicit  mn 
increase  of  pay  or  to  influence  or  attempt  to  influence  in  their  own  interest  any 
other  legislation  whatever,  either  before  CJongress  or  its  committees,  or  in  any  way 
save  through  the  heads  of  the  Departments  or  independent  Government  establish- 
ments in  or  under  which  they  serve,  on  penalty  of  dismissal  from  the  Government 
service. 


Oftvemmnit  employees  influencing  legislation. — 
The  order  of  the  President  of  January  31, 1902,  for- 
bidding all  oflBcersand  employees  of  the  United 
States  to  Influence  legislation  byCongresain  their 
own  interest,  prohibits  "The  Navy- Yard  and  Ar- 
senal Employees'  Protective  Association,"  of 
Washington,  from  seeking  to  influence  Congress 
or  its  committees  to  pass  a  pending  bill  granting 
an  additional  fifteen  days'  leave  of  absence  to  the 
employees whoconstitute thatassociation.  (Opin- 
ion of  Feb. 21,  l'.K)2,  23  Op.  Att'y-Gen'l,  637.) 

In  response  to  a  letter  from  the  United  States 
Civil-Service  Retirement  Association  requesting 
permission  for  the  formulation  of  a  bill  for  the  re- 
tirement of  superannuated  employees,  the  Presi- 
dent, under  date  of  February  21,  1902,  replied  in 


part:  "  Permission  is  restricted  to  acts  pertinent 
and  necessary  to  the  single  object  proposed, 
namely,  to  obtain  information^  upou  which  legis- 
lation lor  the  retirement  of  superannuated  em- 
p'oyees  may  be  baaed.'* 

The  concluding  paragraph  of  the  last  mhwwI 
report  of  the  Postmaster-General  reftda  in  part  as 
follows; 

"Organizations  within  the  Department  to  re- 
ceive its  sanction  in  any  degree  most  have  for 
their  object  improvements  in  the  servi^  or  be  of 
a  purely  fraternal  or  beneficial  character.  With 
any  other  purpose  m  view,  they  are  detrimental 
to  the  service,  to  their  memben,  aad  to  the 
public." 


Instruction  of  Applicants  for  Civil-Service  Examinations. 

October  13,  1905. 

No  officer  or  employee  of  the  Government  shall,  directly  or  indirectly,  instmci  or 
be  concerned  in  any  manner  in  the  instruction  of  any  person  or  classes  of  pereons, 
with  a  view  to  their  npecial  i)reparation  for  the  examinations  of  the  United  States 
Civil  Service  Comnussioii. 

The  fact  that  any  officer  or  emi)loyee  is  found  so  engaged  shall  be  considered  soffi- 
cient  cause  for  his  removal  from  the  service. 
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CZAJCINATIONS  FOB  OlBRICAL  POSITIONS  IN  THE  OFFICE  OF  THB  RbOOBDEE  OF  DeSDS 

IN  Washington. 

October  81,  1905. 

It  18  deemed  desirable  that  competitive  examinations  shall  be  held  for  testing  the 
qualification  of  applicants  for  appointment  in  a  clerical  capacity  in  the  office  of  the 
recorder  of  deeds  at  Washington,  such  examinations  to  be  confined  to  actual  bona 
fide  residents  of  the  District  of  Columbia. 

The  United  States  Civil  Service  Commission  is  therefore  directed  to  render  such 
asBistance  as  may  be  practicable  to  the  recorder  for  the  establishment  and  mainte- 
Bance  of  a  system  of  examinations  to  precede  such  appointments,  to  be  open  to  all 
citizens  of  the  District  of  Columbia  qualified  in  respect  to  age,  character,  education, 
snd  experience;  and  for  that  purpose  to  conduct  examinations  upon  the  request  of 
the  recorder  under  such  regulations  as  may  be  agreed  upon  by  him  and  the  Com- 
nuasion. 

JHo  Afpointmbnt  fob  THB  Pbbfobmancb  of  Classified  Duties  shall  be  Made 
Except  in  Acoobdance  wfth  the  Civil-Sebvice  Rules. 

Vovember  29,  1904. 

The  President  issued  the  following  order  for  the  purpose  of  preventing  improper 
appointinents,  including  the  appointment  of  laborers  without  examination  to  do 
daasified  work: 

"No  person  shall  be  appointed  or  employed  in  any  Executive  Department  or  office 
lor  the  performance  of  any  service  of  the  character  performed  by  classified  employees, 
CKoept  in  accordance  with  the  provisions  of  the  civil-service  rules;  and  before  making 
any  appointment  or  employment  for  service  with  respect  to  which  there  may  be 
rBMonable  doubt  as  to  the  requirement  of  examination,  the  head  of  the  Department 
or  office  shall  confer  with  the  Civil  Service  Commission  for  the  purpose  of  determining 
whether  examination  is  required,  and  when  such  conference  does  not  result  in 
agreement,  the  case  shall  be  presented  to  the  Attorney-General  for  his  opinion.'' 

PKBinTTINO  the  CLASSIFICATION  OF  LaBOBEBS  PeBFOBMING  CLASSIFIED  WOBK  IN  THE 

Federal  Offices  Outside  of  Washington,  D,  C,  in  Cities  in  which  Labob 
Bbgistsbs  Exist. 

l^touary  24,  1906. 

No  person  shall  hereafter  be  appointed  to  the  position  of  laborer  except  upon  cer- 
tification under  the  civilngervice  rules,  if  the  position  requires,  in  connection  with  the 
ofloal  duties  of  mere  laborer,  the  performance  of  work  of  the  grade  done  by  classified 
employees.  No  person  who  is  to  perform  manual  labor  merely,  in  cities  where  the 
labor  regulations  are  in  force,  shall  be  appointed  without  the  approval  of  the  board 
of  labor  employment,  subject  to  the  supervision  of  the  Civil  Service  Commission. 

Laborers  now  employed  in  such  cities  whose  principal  duties  are  of  the  grade  per- 
formed by  classified  employees,  and  who  are  efficiently  and  satisfactorily  performing 
Boch  duties,  may,  subject  to  the  approval  of  the  Civil  Service  Commission,  be  regarded 
as  classified  upon  such  approval.  No  laborer  thus  classified  shall  receive  increase  of 
pay  or  be  promoted  or  transferred  without  examination  by  the  Commission. 

Heads  of  Departments  shall  report  to  the  Commission  the  names  and  duties  of  each 
laborer  in  the  offices  affected  by  this  order,  stating  specifically  the  kind  of  labor  per- 
formed, whether  his  services  have  been  efficient  and  satisfactory,  and,  where  the 
laborer  is  assigned  to  more  than  one  kind  of  work,  approximately  the  length  of  time 
ft^gnftri  to  classifled  and  unclassified  work  daily. 
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PoSinONB  OV  THE  ISTHMUB  OF  PANAMA. 

May  81,  1906. 

AppointmentB  to  clerical  positions  on  the  Isthmus  of  Panama  pa3ring  lesB  than  $75 
in  gold  per  month  may  he  made  without  examination  under  the  civil-servioe  rules. 

Transfers  or  promotions  from  one  classified  position  to  another  on  the  Isthmus  of 
Panama  may  he  made  without  reference  to  the  usual  limitations,  hut  shall  be  shown 
on  the  monthly  report  of  changes  in  the  service  made  to  the  Ciyil  Service  Commis- 
sion. No  transfer  shall  be  made  from  the  service  on  the  Isthmus  of  Panama  to  the 
office  of  administration.  Isthmian  Canal  affairs,  except  in  accordance  with  the  trans- 
fer rules  and  regulations  at  present  in  effect. 

Admission  of  Aliens  to  Examinations  and  Certification  of  Inslioiblbb. 

June  18,  1006. 

The  United  States  Civil  Service  Commission  having  reported  that  sufficient  eligi- 
bles  who  are  American  citizens  have  not  been  secured  through  its  duly  announced 
examinations  to  fill  vacancies  in  interpreter  and  other  positions,  it  is  ordered  that 
hereafter  when  an  examination  has  been  duly  announced  to  fill  vacancies  in  posi- 
tions in  any  branch  of  the  service  and  there  is  a  lack  of  eligibles  who  are  American 
citizens,  the  Commission  may,  if  it  deems  it  advisable  and  for  the  best  interest  of  the 
service,  accept  applications  from  persons  who  are  not  American  citiasens,  provided 
that,  if  found  eligible,  they  shall  not  be  certified  for  appointment  so  long  as  persons 
are  eligible  who  are  American  citizens;  and  provided  further  that  whenever  an 
examination  has  been  duly  announced  and  no  eligible  is  secured  to  fill  a  vacant  posi- 
tion, the  Commission  may,  in  its  discretion,  certify  for  appointment  the  competitor 
or  competitors  who  received  the  highest  ratings  in  the  examination,  and  the  appoint- 
ing officer  shall  make  selection  from  such  certification  if  he  deems  it  advisable  to  fill 
the  vacant  position  before  awaiting  the  result  of  another  examination. 


LABOR  REGULATIONS. 


Section  7  of  the  civil-service  act  provides  that  *'  any  person  merely  employed  as  a 

Xsborer  or  workman  "  shall  not  be  required  to  be  classified.    There  are  two  classes 

I  employees  designated  as  laborers,  (1)  those  whose  duties  are  unskilled  manual 

and  (2)  those  whose  duties  are  principally  of  the  grade  performed  by  classi- 

employees,  although  employed  under  the  designation  of  *  *  laborer. ' '    The  laborer 

"^rho  does  unskilled  manual  labor  is  the  only  one  who  is  merely  employed  as  a 

laborer  and  to  whom  the  labor  regulations  apply.    A  laborer  is  not  merely  employed 

^a»  a  laborer  if  his  chief  work  is  of  the  grade  performed  by  classified  employees,  and 

"therefore  he  is  not  exempted  from  the  requirement  of  classification.    Hence  the 

following  provision  of  Rule  II,  section  5,  of  the  civil-service  rules: 

Laborers  who,  in  connection  with  their  usual  duties,  are  to  perform  work  of  the 
H^mde  performed  by  classified  employees,  shall  be  appointed  upon  certification 
by  the  Commission  from  appropriate  registers  of  eligibles  in  the  manner  provided  by 
these  rules;  and  a  person  employed  merely  as  a  laborer  or  workman  without  exam- 
ination mider  these  rules  shall  not  be  assigned  to  work  of  the  grade  performed  by 
classified  employees. 

When  the  principal  duties  pertaining  to  a  position  are  of  the  sort  performed  by 
employees  who  are  classified  in  any  part  of  the  service,  the  position  should  be  treated 
as  classified.  Laborers  who  will  be  required  to  read  and  write  or  to  exercise  skill 
not  possessed  by  an  ordinary  day  laborer  must  not  be  appointed  without  examina- 
tion under  the  civil-service  rules. 

Section  1753,  R.  S.,  authorizes  the  President  to  prescribe  such  regulations  for 
admission  to  the  service  as  may  best  promote  its  efficiency.  Under  this  statute  the 
President  on  November  15,  1904,  and  December  12,  1904,  respectively,  promulgated 
regulations  to  govern  appointments  of  unskilled  laborers  at  Washington  and  in  the 
field  service.  The  application  of  these  regulations  for  the  field  service  may  be 
extended  by  the  CJommission,  and  at  present  they  apply  to  the  Federal  offices  in 
27  of  the  principal  cities. 

The  regulations  for  the  Departments  at  Washington  are  under  the  control  of  a 
board  of  labor  employment  on  which  each  independent  executive  establishment  is 
entitled  to  representation,  but  whose  duties  practically  devolve  upon  the  representa- 
tive of  the  Commiasion.  The  board  for  each  of  the  12  civil-service  districts  acts 
as  a  board  of  labor  employment  for  all  Federal  offices  within  that  district  which  are 
subject  to  the  regulations. 

In  the  examination  for  laborers  the  highest  mark  is  98,  and  for  defects  deduction 
is  made  in  fives  or  multiples  to  70,  all  below  70  being  rejected.  A  male  to  be  marked 
98  must  weigh  not  less  than  160  pounds,  be  of  corresponding  stature,  and  able  to  lift, 
shoulder,  and  easily  carry  a  mail  bag  and  contents  weighing  125  pounds.  He  must 
be  free  from  physical  defects,  organic  and  functional,  and  in  such  general  condition 
of  vigor  and  health  that  there  is  a  reasonable  prospect  of  his  being  useful  for  twenty 
years.  Preference  is  given  to  men  who  are  heavier  than  the  average,  provided,  of 
course,  that  the  chest  expansion  is  normal  and  the  waist  measure  not  excessive. 
Females  are  given  a  maximum  rating  of  95.  The  examination  is  of  a  modified  char- 
acter, and  the  test  of  strength  omitted.  The  same  method  of  certification  is  pursued 
as  in  the  classified  service,  except  that  civil- war  veterans  are  certified  next  after  the 
veterans  preferred  under  section  1754,  R.  S.,  and  both  are  certified  before  all  others. 
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The  classification  of  the  civil  service,  based  upon  section  163,  Revised  Statotee,' 
was  adopted  by  each  head  of  a  Department  and  Government  establishment  on  direc- 
tion of  the  President  on  Jmie  9,  1896.  It  arranges  officers  and  employees,  other 
than  mere  laborers  and  persons  whose  appointments  are  confirmed  by  the  Senate, 
in  classes  according  to  annual  salary  or  compensation,  as  follows: 


2.  $1,400  or  more  and  less  than  $1,600. 

3.  $1,600  or  more  and  less  than  $1,800. 

4.  $1,300  or  more  and  lees  than  $2,000. 

5.  $2,000  or  more  and  less  than  $2,500. 

6.  $2,500  or  more. 


A.  Less  than  $720. 

B.  $720  or  more  and  less  than  $840. 

0.  $840  or  more  and  less  than  $900. 
D.  $900  or  more  and  less  than  $1,000. 
£.  $1,000  or  more  and  less  than  $1,200. 

1.  $1,200  or  more  and  less  than  $1,400. 

The  classification  further  provides  that  no  person  appointed  as  a  laborer  withoat 
examination  under  the  rules  shall  be  assigned  to  work  of  the  same  grade  as  that  per- 
formed by  classified  employees,  and  no  person  shall  be  admitted  into  any  place  not 
excepted  from  examination  by  the  rules  until  he  shall  have  passed  an  appropriate 
examination  before  the  Commission  and  his  eligibility  has  been  certified  to  the 
appointing  officer  by  the  Commission. 

The  Railway  Mail  Service  has  a  different  classification  prescribed  by  section  1402, 
Revised  Statutes,  as  amended  by  an  act  approved  March  3,  1903. 


oSee  page  19. 
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itEGULATIONS  GOVERNING  CERTAIN  BRANCHES  OF  THE 
CLASSIFIED  SERVICE  OUTSIDE  OF  WASHINGTON. 


Regalations  prescribing  methods  of  appointment  and  promotion  have  been  adopted, 
with  the  ooncorrence  of  the  heads  of  the  Departments  concerned,  for  the  Ordnance 
Department  at  large,  the  Engineer  Department  at  large,  National  Military  Parks, 
Schuylkill  Arsenal  in  the  Quartermaster's  Department  at  large,  Bureau  of  Fisheries, 
Snbtreasury  Service,  Mint  and  Assay  Service,  Life-Saving  Service,  Light-House 
Service,  Public  Health  and  Marine-Hospital  Service,  Reclamation  Service,  Govern- 
ment Hoepital  for  the  Insane,  and  the  Coast  and  Geodetic  Survey  in  relation  to 
persons  employed  on  vessels. 

Regalations  governing  promotions  have  been  applied  to  the  Railway  Mail  Service, 
Navy  Department,  Department  of  Agriculture,  Bureau  of  Engraving  and  Printing, 
GrOTemment  Printing  Office,  promotion  of  taggers  to  stock  examiners  in  Bureau  of 
Animal  Industry  in  the  Department  of  Agriculture,  and  to  the  custom-houses  at  New 
York,  Chicago,  Baltimore,  Philadelphia,  New  Orleans,  San  Francisco,  Portland 
(Oreg.)y  And  Port  Townsend. 

Regalations  relating  to  the  appointment  and  promotion  of  foremen,  mechanics, 
and  laborers  are  in  force  at  the  navy-yards.  These  r^ulations  may  not  be  modified 
without  the  approval  of  the  Commission. 

The  regalations  for  the  Engineer  Department  at  Large  provide  for  a  central  board 
in  the  Department  at  Washington  which  has  the  control  and  direction  of  the  local 
boards,  and  such  details  connected  with  the  application  of  the  civilnservice  rules  as 
do  not  require  the  action  of  the  Chief  of  Engineers  or  the  Secretary  of  War.  This 
board  communicates  directly  with  the  Commission.  The  local  Engineer  boards  in 
the  several  districts  prepare  lists  of  eligibles  for  the  various  noneducational  positions 
for  which  applicants  may  register. 

The  regulations  for  several  of  the  other  branches  of  the  classified  service  provide  a 
system  by  which  applicants  may  be  registered  by  local  boards  of  examiners  made  up  of 
ofi&cers  in  the  branch  of  the  service  affected,  who  rate  applicants  upon  the  elements 
of  age,  experience,  and  physical  condition,  and  certify  eligibles  for  appointment. 

The  promotion  regulations  in  general  provide  for  the  relative  rating  of  employees 
on  the  value  of  their  services.  In  the  marking,  the  character,  quality,  and  quantity 
of  work,  and  the  office  habits  of  the  employee  are  considered. 

Federal  positions  in  the  Philippines,  Porto  Rico,  and  Hawaii  and  other  insular 
poeseasions  are  filled  in  the  same  manner  as  other  positions  of  the  same  class  outside 
of  Washington.  Positions  in  the  insular  service  of  the  Philippines  are  regulated  by 
an  act  and  rules  promulgated  by  the  Philippine  government.  Insular  positions  in 
Hawaii  and  Porto  Rico  are  not  classified. 

The  regulations  referred  to,  unless  mentioned  under  the  publications  of  the  Com- 
mission, page  71,  are  issued  by  the  Departments  concerned. 
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DISTRICT  SUPERINTENDENTS  AND  TEACHERS  IN  ALASKA, 

1906. 


LAWS  BBLATDIO  TO  BDVCATIOH  DT  ALASKA. 

I. 

AN  ACT  Providing  a  civil  government  for  Alaska.    (Approved  May  l?,  1884.    United 

States  Statutes  at  Large,  vol.  Z3,  p.  27.) 

Sec.  13.  That  the  Secretary  of  the  Interior  shall  make  needful  and 

? roper  provision  for  the  education  of  the  children  of  school  age  in  the 
'erritory  of  Alaska,  without  reference  to  race,  until  such  time  as  per- 
manent provision  shall  be  made  for  the  same,  and  the  sum  of  twenty- 
five  thousand  dollars,  or  so  much  thereof  as  may  be  necessary,  is 
hereby  appropriated  for  this  purpose. 

n. 

AN  ACT  To  amend  section  two  hundred  and  three  of  title  three  of  the  act  entitled 
"An  act  making  further  provisions  for  a  civil  government  for  Alaska,  and  for  other 
purposes.''  (Approved  March  3,  1901.  United  States  Statutes  at  Large,  vol.  31, 
p.  1438.)  a 

Fifty  per  centum  of  all  license  moneys  provided  for  by  said  act  of 
Congress  approved  March  third,  eighteen  hundred  and  ninety-nine, 
and  any  amendments  made  thereto,  that  may  hereafter  be  paid  for 
business  carried  on  outside  incorporated  towns  m  the  district  or  Alaska, 
and  covered  into  the  Treasury  of  the  United  States,  shall  be  set  aside 
to  be  expended,  so  far  as  may  be  deemed  necessary  by  the  Secretary 
of  the  Interior,  within  his  discretion  and  under  his  direction,  for 
school  purposes  outside  incorporated  towns  in  said  district  of  Alaska. 

m. 

AN  ACT  Amending  the  civil  code  of  Alaska,  providing  for  the  oiganization  of  private 
corporations,  ana  for  other  purposes.  (Approved  March  2,  1903.  '  United  States 
Statutes  at  Large,  vol.  32,  p.  946.)  a 

Provided.  That  fifty  per  centum  of  all  license  moneys  provided  by 
said  act  or  Congress  approved  March  third,  eighteen  hundred  and 
ninety-nine,  and  any  amendments  made  thereto,  that  may  hereafter 
be  paid  for  business  carried  on  outside  incorporated  towns  in  the 
district  of  Alaska,  shall  be  covered  into  the  Treasury  of  the  United 
States  and  set  aside  to  be  expended,  so  far  as  may  be  deemed  neces- 
sary by  the  Secretary  of  the  Interior,  within  his  discretion  and  under 
his  direction,  for  school  purposes  outside  incorporated  towns  in  said 
district  of  Alaska. 

^  Repealed  by  act  of  January  27,  1905. 
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IV. 

[Public— No.  26.] 

AN  ACT  To  provide  for  the  construction  and  maintenance  of  roads,  the  establish- 
ment and  maintenance  of  schools,  and  the  care  and  support  of  insane  persons  in  the 
district  of  Alaska,  and  for  other  purposes.     (Approved  January  27,  1905.) 

Sec.  3.  That  the  governor  of  the  district  of  Alaska  shall  be  ex 
officio  superintendent  of  public  instruction  in  said  district,  and  as 
such  shall  have  supervision  and  direction  of  the  public  schools  *  in 
said  district,  and  shall  prescribe  rules  and  regulations  for  the  exami- 
nation and  c[uaUfication  of  teachers,  and  shall  make  an  annual  report 
of  the  condition  of  the  schools  in  the  district  to  the  Secretary  of  the 
Interior. 

Sec.  7.  That  the  schools  specified  and  provided  for  in  this  act  shall 
be  devoted  to  the  education  of  white  children  and  children  of  mixed 
blood  who  lead  a  civilized  life.  The  education  of  the  Eskimos  and 
Indians  in  the  district  of  Alaska  shall  remain  under  the  direction  and 
control  of  the  Secretary  of  the  Interior,  and  schools  for  and  amon^ 
the  Eskimos  and  Indians  of  Alaska  shall  be  provided  for  bv  an  annud 
appropriation,  and  the  Eskimo  and  Indian  children  of  Alaska  shall 
have  the  same  right  to  be  admitted  to  anj  Indian  boarding  school  as 
the  Indian  children  in  the  States  or  Territories  of  the  United  States. 

V. 

THE   NATIONAL  TEMPERANCE   EDUCATION  LAW. 

[Public— No.  73.] 

AN  ACT  To  provide  for  the  study  of  the  nature  of  alcoholic  drinks  and  narcotics, 
and  of  their  effecte  upon  the  human  system,  in  connection  with  the  several  divi- 
sions of  the  subject  of  physiology  and  hygiene,  by  the  pupils  in  the  public  schools 
of  the  Territories  and  of  the  District  of  Columbia,  and  in  the  Military  and  Naval 
Academies,  and  Indian  and  colored  schools  in  the  Territories  of  the  United  States. 

Be  it  enacted  by  tlie  Senate  and  House  of  Re-vresentaiive^  of  the 
United  States  of  America  in  Congress  assemhled,  That  the  nature  of 
alcoholic  drinks  and  narcotics,  and  special  instruction  as  to  their 
effects  upon  the  human  system,  in  connection  with  the  several  divi- 
sions of  the  subject  of  physiology  and  hygiene,  shall  be  included  in 
the  branches  of  study  taught  in  the  common  or  public  schools,  and  in 
the  military  and  naval  schools,  and  shall  be  studied  and  taught  as 
thorouglily  and  in  the  same  manner  as  other  like  required  branches 
are  in  said  schools,  by  the  use  of  text-books  in  the  hands  of  pupils 
where  other  branches  are  thus  studied  in  said  schools,  and  by  all 
pupils  in  all  said  schools  throughout  the  Territories,  in  the  Military 
and  Naval  Academies  of  the  United  States,  and  in  the  District  of 
Columbia,  and  in  all  Indian  and  colored  schools  in  the  Territories  of 
the  United  States. 

Sec.  2.  That  it  shall  be  the  duty  of  the  proper  officers  in  control  of 
any  school  described  in  tlie  foregomg  section  to  enforce  the  provisions 
of  tliis  act;  and  any  such  officer,  school  director,  committee,  superin- 
tendent, or  teacher  who  shall  refuse  or  neelect  to  comply  witn  the 
requirements  of  tliis  act,  or  shall  neglect  or  laLl  to  make  proper  provi- 
sions for  the  instruction  required  and  in  the  manner  specified  by  the 

o  For  "  white  children  and  children  of  mixed  blood  who  lead  a  civilised  life." 
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first  section  of  this  act,  for  all  pupils  in  each  and  every  school  under 
2Lis  jurisdiction,  shall  be  removed  from  office,  and  the  vacancy  filled 
wls  in  other  cases. 

Sec.  3.  That  no  certificate  shall  be  granted  to  anjrperson  to  teach 
dn  the  public  schools  of  the  District  of  Columbia  or  Territories,  after 

Ihe  first  day  of  January,  anno  Domini  eighteen  hundred  and  eighty- 
^^ight,  who  has  not  passed  a  satisfactory  examination  in  physiology 
.^ind  hy^ene,  with  special  reference  to  the  nature  and  the  effects  of 

^coholic  drinks  and  other  narcotics  upon  the  human  system. 

Approved,  May  20,  1886. 


DI8TBICT  BUPSBIKTENDEHTS  AHD  TEACHEB8  DT  ALASKA. 

SCHOOL  DISTKICTS. 

For  the  supervision  of  the  United  States  public  schools  among  the 
Eskimos,  Indians,  and  other  natives  the  district  of  Alaska  is  divided 
into  three  school  districts — ^northwestern,  central,  and  southern — 
which  shall  conform  to  geographical  divisions  as  follows: 

Section  1.  Northwestern,  comprising  the  coast  region  of  Alaska 
bordering  on  the  Arctic  Ocean:  it  shall  also  include  the  schools  at 
Wales,  Port  Clarence,  and  Gamoell. 

Sec.  2.  Central,  comprising  the  coast  region  of  Alaska  bordering  on 
Bering  Sea  between  Port  Clarence  and  Bristol  Bay;  it  shall  also  include 
the  Yukon  Valley. 

Sec.  3.  Southern,  comprising  the  coast  region  of  Alaska  bordering 
upon  the  North  Pacific  Ocean;  it  shall  also  include  the  Aleutian 
Islands  and  the  school  at  Copper  Center. 

DISTRICT   SUPERINTENDENTS. 

Sec.  4.  The  Commissioner  of  Education  shall  appoint  a  superin- 
tendent for  each  school  district,  who  shall  hold  the  position  during  the 
pleasure  of  the  Conmiissioner  of  Education. 

Sec.  5.  It  shall  be  the  duty  of  each  of  the  district  superintendents 
to  exercise  general  supervision  over  the  United  States  public  schools 
and  public  school  teacners  for  natives  in  his  district;  he  shall  assist  in 
the  administration  of  the  educational  work  of  the  schools  and  per- 
form such  other  duties  as  may  be  assigned  him  by  the  Commissioner 
of  Education. 

Sec.  6.  Each  superintendent  shall  visit  and  inspect  the  schools  in 
his  district  as  often  as  is  practicable;  examine  their  organization,  clas- 
sification, method  of  instruction,  and  discipline;  observe  the  condition 
of  the  schoolhouses  and  of  their  surrounaings  and  of  all  other  public 
school  property;  note  the  general  tone  of  me  schools,  the  efficiency 
and  adaptability  of  the  teachers,  and  shall  give  the  teachers  such 
advice  and  assistance  as  he  may  deem  necessary. 

Sec.  7.  He  shall  see  that  the  course  of  study  is  pursued  in  each  of 
the  schools  in  his  district. 

Sec.  8.  He  shall  conduct  teachers'  examinations  whenever  necessary 
and  shall  determine  upon  the  qualifications  of  the  applicants. 

Sec.  9.  He  shall  see  that  the  rules  and  regulations  of  the  Bureau 
of  Ekiucation  are  fully  observed  and  report  to  the  Commissioner  of 
Education  any  cases  of  neglect  of  said  rules  and  regulations. 
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Sec.  10.  He  shall  submit  monthly  reports  to  the  Commissioner  of 
Education  concemuijg  the  schools,  their  condition  and  requirements, 
and  the  manner  in  which  teachers  perform  their  duties;  he  slmll  make 
such  recommendations  as  in  his  judgment  may  conduce  to  the  useful- 
ness and  efficiency  of  the  public  schools. 

Sec.  11.  He  shall  be  allowed  necessary  traveling  expenses  in  the 
discharge  of  his  official  duties. 

TEACHERS. 

Sec.  12.  Each  teacher  shall  be  required  to  have  a  college  or  normal- 
school  diploma,  or  a  teachers'  certificate  of  good  grade,  or  pass  a  satis- 
factory examination. 

Sec.  13.  An  applicant  for  a  position  in  the  Alaska  school  service 
who  does  not  possess  a  diploma  or  a  certificate  of  the  required  grade 
must  pass  a  satisfactorv  examination.  All  teachers  must  pass  an 
examination  with  special  reference  to  the  nature  and  effect  of  alcohol 
and  narcotics  upon  the  human  system  or  furnish  a  certificate  of  having 
passed  such  an  examination,  ^hese  examinations,  when  more  con- 
venient to  the  applicant,  can  be  taken  at  nis  or  her  home  before  a  State 
superintendent  or  before  the  usual  school-teachers'  examining  board  of 
a  State,  city,  or  county. 

Sec.  14.  No  teacher  shall  be  considered  legally  employed  until  he 
or  she  has  properly  qualified  by  signing  the  prescribed  agreement  and 
taking  the  required  oath. 

The  Govenmient  does  not  pay  the  traveling  expenses  of  the  teach- 
ers, nor  furnish  quarters,  fuel,  or  lighting  for  them,  imless  special  pro- 
vision for  the  same  is  made  in  the  agreement. 

The  salary  of  each  teacher  shall  be  paid  monthly  upon  receipt  by 
this  Bureau  of  a  monthly  report  of  attendance,  properly  filled  out  and 
accompanied  by  vouchers,  in  duplicate,  for  services  durmg  said  month* 

The  school  year  in  Alaska  shall  comprise  nine  (9)  calendar  months, 
September  1  to  May  31  of  the  following  year,  except  when  otherwise 
directed  by  the  Commissioner  of  Education.  Schools  shall  continue 
in  session  every  week  day  of  the  entire  school  year  except  Thanksgiv- 
ing Day,  Christmas  Day,  New  Year's  Day,  Washington's  Birthday, 
Memorial  Day,  Fourth  or  July,  Labor  Day,  and  Saturdays.  The  school 
day  shall  consist  of  sLx  (6)  hours,  imless  otherwise  directed  by  the  Com- 
missioner of  Education. 

Sec.  15.  Eacli  teacher  shall  punctually  observe  the  hours  for  open- 
ing and  disniissuig  school,  and  shall  be  at  the  schoolhouse  at  least  fif- 
teen minutes  ])efore  9  o'clock  and  see  that  all  is  in  proper  condition  for 
opening  school. 

Sec.  16.  The  principal  or  teacher  shall  remain  upon  the  school 
premises  during  all  intermissions  and  shall  exercise  a  watchful  care 
over  the  children  duiing  times  of  relaxation  and  play. 

Sec.  17.  During  school  sessions  teachers  shall  devote  themselves 
exclusively  to  school  duties. 

Sec.  18.  The  ])rincipal  teacher  shall  prepare  a  programme  of  daily* 
exercises  wliich  sliall  be  posted  conspicuously  in  the  schoolroom  and  a 
co])y  shall  bo  forwarded  to  the  district  superintendent. 

Skc.  19.  Each  teacher  must  exercise  vigilant  supervision  over  all 
public  school  property,  inspecting  the  text-books  and  desks  fre- 
quently, preventing  theii'  dxjfacement  or  wanton  destruction;  teacheis 
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must  use  their  utmost  diligence  in  keeping  the  schoolrooms  and  every- 
thing pertaining  to  the  school  premises  neat  and  in  good  condition. 

Sec.  20.  Each  teacher,  with  the  assistance  of  the  pupils,  is  required 
to  provide  for  the  heating,  sweeping,  dusting,  scrubbing,  and  the 
proper  care  of  the  school  buildings.  Janitors  are  not  allowed  at  the 
expense  of  the  Bureau  of  Education. 

Sec  21.  Text-books  and  school  appliances  for  primary  and  gram- 
mar grades  will  be  furnished,  at  the  discretion  of  the  Bureau  of  Edu- 
cation, upon  the  requisitions  of  the  teachers,  without  expense  to  the 
parents  or  guardians  of  the  children.  Coal  oil,  fuel,  and  ink,  for  the 
use  of  the  school  only,  may  be  purchased  from  the  local  dealers. 
Teachers  shall  not  incur  any  other  expense  without  first  securing  the 
written  approval  of  the  Bureau  of  Education.  When  such  purchases 
of  coal  oil,  fuel,  and  ink  have  been  made,  receipted  vouchers  for  the 
same,  in  duplicate,  and  with  the  receipt  of  the  teacher,  shall  be  sent 
to  the  Commissioner  of  Education  for  payment. 

Sec.  22.  At  the  close  of  each  school  year  every  teacher  shall  send 
to  the  Bureau  of  Education  the  following  reports:  (1)  An  annual 
report.  This  report  shall  be  a  general  review  of  the  school  work 
during  the  year,  containing  such  infomiation  as  is  thought  to  be  of 
interest  to  the  public — the  encouragements  and  discouragements  of 
the  work,  the  progress  of  the  pupils,  and  such  interevSting  incident  as 
will  illustrate  the  conditions  of  school  work  in  Alaska.  Information 
regarding  former  pupils  who  are  succossfwllv  supporting  themselves 
by  making  use  of  the  instruction  reccivctf  at  school  is  especially 
desired.  (2)  An  annual  inventory  of  all  school  property,  containing 
a  list  of  all  text-books,  apparatus,  furniture,  and  fuel  on  hand  in  the 
school  at  the  close  of  the  scholastic  year.  (3)  A  list  of  the  text-books 
in  the  school  which  are  not  in  use;  in  this  list  the  condition  of  said 
books  shall  be  described  imder  the  following]:  heads:  Uiiwom,  partially 
worn,  worn  out.  (4)  A  requistion  for  the  suppUes  needed  for  the 
school  year  commencing  the  following  September. 
*  Sec.  23.  Teachers  shall  at  the  close  ol  the  term,  or  when  they  ter- 
minate their  connection  with  the  school,  leave  a  statement  for  the 
benefit  of  the  succeeding  teacher.  This  statement  shall  include  a  list 
of  classes,  the  text-books  used  in  each,  the  work  of  the  term,  mention- 
ing the  pages  at  which  the  classes  began  and  closed,  the  name  of  each 
pupil;  together  with  such  information  as  may  assist  the  succeeding 
teacher. 

This  statement  shall  be  made  in  duplicate.  One  copy  shall  be 
mailed  to  the  district  superintendent  and  the  other  copy  left  in  the 
school  building. 

DISCIPLINE. 

Sec.  24.  Teachers  are  empowered  and  enjoined  to  command  order 
in  the  schoolroom  and  on  the  school  premises. 

Sec.  25.  Corporal  punishment  shall  be  resorted  to  only  in  extreme 
cases,  when  other  means  fail  to  secure  obedience. 

Every  case  of  corporal  punishment  must  bo  reported  by  the  teacher 
inflicting  the  same  to  the  district  superintendent,  and  by  him  reported 
to  the  Commissioner  of  Education.  This  report  must  include  the 
name  of  the  pupil,  the  amount  of  the  punishment,  and  the  cause  for 
which  it  was  mnicted. 

S.  Doc  396, 5&-2,  pt  1 19 
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Sec.  26.  A  pupil  who  persists  in  disobedience  may  be  suspended 
'  imtil  said  pupil  submits  to  discipline.    All  suspensions  shall  at  once 
be  reportea  to  the  district  supermtendent  of  schools. 

Sec.  27.  With  the  approval  of  the  district  superintendent  of  schools, 
an  incorrigible  pupil  may  be  expelled  from  school. 

Sec.  28.  Teachers  are  urged  to  visit  the  children's  homes,  to  make 
themselves  acquainted  with  the  parents  or  ^ardians  in  order  to  secure 
their  aid  and  cooperation  and  better  to  imaerstand  the  home  environ- 
ment, temperaments,  and  characteristics  of  the  children. 

Sec.  29.  Pupils  must  refrain  entirely  from  the  use  of  profane  and 
vulgar  language  and  from  the  use  of  tobacco  in  any  form,  and  be  clean 
andneat  in  person  and  clothing. 

Sec.  30.  All  instruction  shall  be  in  the  English  language.  Special 
effort  shall  be  made  to  train  the  pupils  in  the  use  of  English  in  speak- 
ing, reading,  and  writing.  As  soon  as  possible  after  enrollment  in  the 
school,  pupils  should  be  taught  thoroughly  how  to  add,  subtract,  divide 
and  multiply  with  small  numbers.  They  should  be  taught  elementary 
geography;  plans  of  the  schoolroom  and  outline  maps  of  the  village 
should  be  drawn. 

Sec.  31.  In  suitable  weather  the  United  States  flag  shall  be  raised 
during  each  school  day. 

W.  T.  Harris, 
Commissioner  of  Education. 

Approved: 

E.  A.  Hitchcock, 

Secretary  of  the  Interior. 


Appendix. 

Official  Forms  Used  in  the  Alaska  School  Service. 

appointment  form.  • 

Department  of  the  Interior, 
Bureau  of  Education,  Alaska  Division, 

Washington^  D.  C. , ,  190. . 


You  are  hereby  appointed,  under  the  conditions  indorsed  hereon  and  which  fonn 
a  part  of  this  agrcM'ment,  to  the  position  of  teacher  of  the  United  States  public  school 

at ,  Alaska,  from ,  190. ,  to ,  190. ,  at  a  salary  of doUan 

($ )  per  month. 

If  you  accept  this  appointment,  you  will  take  the  oath  of  office  and  forward  the 
same,  with  your  acceptance,  to  this  Bureau.  The  oath  of  office  may  be  taken  before 
a  notary  public  or  other  officer  qualified  to  administer  oaths.  A  blank  form  of  oath 
is  herewith  inclosed. 

Sign  agreement  in  (juaciruplirate  and  return  three  copies  to  Bureau  of  Education. 

Please  notify  me  at  once  whether  or  not  you  accept  this  appointment. 
Very  respectfully, 


United  States  General  Agent  of  Education  in  Alaska. 
Approved: 


Commisffioncr  of  Education. 

,  190.. 

I  hereby  accept  appointment  as  teacher  at ,  Alaska,  under  the  conditions  of 

this  agreement. 
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[Indorsement.] 

Before  accepting  this  appointment  read  carefully  the  following  conditions,  which 
fonn  a  part  of  this  agreement: 

The  Government  does  not  pay  the  traveling  nor  living  expenses  of  the  teachers 
nor  furnish  quarters  for  them,  unless  special  provision  for  the  same  is  made  in  this 
agreement.  Teachers  shall  apply  to  the  Commissioner  of  Education  for  all  text- 
books, stationery,  apparatus,  and  supplies  needed  for  their  schools,  with  the  excep- 
tion of  coal  oil,  fuel,  and  ink,  which  may  be  purchased  from  the  local  dealers.  Teachers 
shall  not  incur  any  other  expense  witnout  first  securing  the  written  approval  of  the 
Bureau  of  Education.  When  such  purchases  of  coal  oil,  fuel,  and  ink  have  been  made, 
receipted  vouchers  for  the  same,  in  duplicate,  shall  be  sent  for  payment  to  the  Com- 
missioner of  Education. 

The  salary  of  each  teacher  shall  be  paid  monthly  upon  receipt  by  this  Bureau  of  a 
monthly  report  of  attendance,  properly  filled  out,  accompanied  oy  vouchers,  in  dupli^ 
cate,  duly  signed,  for  the  services  during  said  month. 

Janitors  are  not  allowed  at  the  expense  of  the  school  fund.  The  teacher,  with  the 
assistance  of  the  pupils,  is  reauirea  to  provide  for  the  heating,  sweeping,  dusting, 
scrubbing,  and  proper  care  of  tne  schoobooms. 

The  school  year  in  Alaska  shall  comprise  nine  ^9)  calendar  months,  September  1 
CO  May  31  of  the  following  year,  except  when  omerwise  directed  by  the  Commis- 
sioner. Schools  shall  continue  in  session  every  week  day  of  the  entire  school  year 
except  Thanksgiving  Day,  Christmas  Day,  New  Year's  Day,  Washington's  Birthday, 
Memorial  Day,  Fourth  of  July,  Labor  Day,  and  Saturdays.  The  school  day  shall  con- 
sist of  six  ^6)  hours,  unless  otherwise  directed  by  the  Commissioner  of  Education. 

At  the  close  of  each  school  year  every  teacher  shall  send  to  the  Bureau  of  Education 
the  following  reports:  (1)  An  annual  report.  This  report  shall  be  a  general  review  of 
the  school  work  during  the  year,  containing  such  information  as  is  thought  to  be  of 
interest  to  the  public — ^the  encouragements  and  discouragements  of  the  work,  the 
progrees  of  the  pupils,  and  such  interesting  incidents  as  will  illustrate  the  conditions  of 
school  work  in  Alaska.  Information  regarding  former  pupils  who  are  successfully  sup- 
porting themselves  by  making  use  of  the  instruction  received  at  school  is  especially 
nesirea.  (2)  An  annual  inventory  of  all  school  property,  containing  a  list  of  all  text- 
books, apparatus,  furniture,  and  fuel  on  hand  in  the  school  at  the  close  of  the  scholastic 
year.  (3)  A  list  of  the  text-books  in  the  school  which  are  not  in  use;  in  this  list  the 
condition  of  said  books  shall  be  described  under  the  following  heads:  Unworn,  par- 
tially worn,  worn  out.  (4)  A  requisition  for  the  supplies  needed  for  the  school  year 
commencing  the  following  September. 

OATH. 

[Section  1757,  United  Statos  Revised  Statutes.] 

I, ,  do  solemnly that  I  will  support  and  defend  the  Constitution 

of  Uie  United  States  against  all  enemies,  forei^  and  domestic;  that  I  will  bear  true 
faith  and  allegiance  to  the  same;  that  I  take  this  obligation  freely,  without  any  mental 
reservation  or  purpose  of  evasion;  and  that  I  will  well  and  faithfully  discharge  the 
duties  of  the  office  on  which  I  am  about  to  enter:  So  help  me  God. 


Sworn  to  and  subscribed  before  me  this day  of ,  A.  D.  190. . 

,  Notary  Public 

OATH  TO  ACCOMPANY   VOUCHERS  FOR  TRAVELING   EXPENSES. 

I  do  solemnly  swear  that  I  have  performed  the  services,  and  have  incurred  and 
actually  paid  the  expenses  as  stated  in  this  account,  and  that  the  same  were  necessary, 
and  are  verified  from  memoranda  kept  by  me;  that  the  charges,  each  and  all,  are  cor- 
rect and  just,  and  no  part  of  the  service  has  been  paid  for  by  the  United  States;  that 
the  journeys  were  periormed  with  all  practicable  dispatch  by  the  shortest  usually  trav- 
elea  routes,  and  tnat  delays  were  unavoidable;  that  spocial  transportation  was  nec- 
essary, and  at  as  low  a  rate  as  that  charged  to  private  individuals,  and  that  no  part  of 
any  journey  was  made  on  a  free  pass,  or  through  favor  of  any  person  interested  in  my 
investigations;  that  meals  and  lodgings  are  not  included  in  any  charge  for  transporta- 
tion. 


Subscribed  and  sworn  to  before  me  this day  of ,190.. 

»      [SEAL.] 
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VOUCHER    CeBD   BY  THE    BUKBAU   OF   EDUCATION. 

Appropriation  for 

The  United  Slnta,  Bureau  i^  BAtralion,  to ,  Dr. 


DsU. 

Dollan. 

CW. 

190.. 

Authorized  (date): , 

Approved:  

Rooeived  at  WashinRton,  D.  C ,  1! 

clerk,  Department  of  the  Interinr dollars,  i 


n  assistant  tri'asurer,  New  York. 


BepoHoftlu  United  Slata  public  ichool  at .Alagta.Jbrthemonlhof I!X).. 

Total  number  of  children  from  6  to  1-1  ycare  of  agp  in  the  ci^mniunity.  . 

Total  number  of  rhildrcn  from  14  to  21  years  of  aj^e  in  l' ■■■ 

Tfiial  numberof  pupils  enrolled  from  the  comnu'in'cmei 

Total  number  of  pupils  eurolletl  during  the  month, 

Total  number  of  i-Iat«08  taupht  daily, 

KumlHt  of  new  pupils  received  during  the  month 

Average  daily  attendance  during  the  month, 


MONTHLY  RKCOHD  OF  E.VHIH.LMENT. 


AiiiiTlciui.    ||[^"^|J,"    ThiliiB'-t-    lljdah.      Aleut.      Esldino. 

ln.ll.r,.|T^I-]T<,ul. 

Bnvi.              ■                                                                       ' 

Cltrls ' ; ; 

■, 
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RULES  OF  THE  LIBRARY  OF  THE  BUREAU  OF  EDUCATION. 

1.  Books  will  be  lent  to  none  otlicrs  than  employees  of  the  Bureau 
exc^ept  by  order  of  the  Commissioner. 

2.  No  book,  pamphlet,  or  paper  shall  be  taken  from  the  library 
until  its  title  and  the  name  of  the  borrower  shall  have  been  registerea. 

3.  Books  may  not  be  kept  longer  than  two  weeks,  or  four  weeks  by 
renewal ;  and  must  not  be  lent  oy  the  borrower,  even  to  other  em- 
ployees of  the  bureau. 

4.  Current  numbers  of  periodicals  must  be  returned  within  three 
days. 

5.  Books  classed  as  works  of  reference  may  not  be  taken  from  the 
building  except  by  special  permission. 

6.  Any  booK  injured  while  in  tlie  possession  of  a  borrower  must  be 
replaced  by  a  perl'ect  copy. 

7.  The  librarian  is  aut:iorized  to  refuse  to  lend  books  to  any  person 
who  disregards  any  of  the  above  rules. 


UKITED  STATES  SEINDEEB  STATIONS  Iff  ALASKA. 

DISTRICTS. 

For  the  supervision  of  the  United  States  reindeer  stations  among 
the  Eskimo  and  Indians,  Alaska  is  divided  into  two  districts,  north- 
western and  central,  which  shall  conform  to  geograpliic  divisions  as 
follows: 

Section  1.  Northwestern,  comprising  the  coast  region  of  Alaska 
bordering  on  the  Arctic  Ocean.  It  shallalso  include  the  reindeer  sta- 
tions at  Wales,  Teller,  and  Gambell. 

Sec.  2.  Central,  comprising  the  coast  region  of  Alaska  bordering  on 
Bering  Sea  between  Golofnin  and  Bristol  Bay;  it  shall  also  include  the 
reindeer  stations  in  the  Yukon  and  Kuskokwim  valleys. 

DISTRICT   SUPERINTENDENTS. 

Sec.  3.  The  Commissioner  of  Education  shall  appoint  a  superin- 
tendent for  each  of  the  two  districts,  who  shall  hold  their  positions 
during  the  pleasure  of  the  Commissioner. 

Sec.  4.  It  shall  be  the  duty  of  each  of  the  district  superintendents  to 
exercise  general  supervision  over  the  reindeer  stations  m  liis  district;  he 
shall  assist  in  the  administration  of  the  stations  and  shall  perform 
such  duties  in  connection  with  them  as  may  be  assigned  him  by  the 
Commissioner  of  Education. 

Sec.  5.  Each  district  superintendent  shall  visit  and  inspect  the^ta- 
tions  in  his  district  as  often  as  is  practicable;  he  shall  examine  their 
organization,  classification,  methods  of  instruction  and  discipline; 
he  shall  observe  the  condition  of  the  pul)lic  property  at  the  stations, 
note  the  general  tone  of  the  stations,  the  oflicioiicv  and  adaptability 
of  the  apprentices  and  herders,  and  he  shall  give  tlie  station  supcTin- 
tendents,  apprentices,  and  herders  such  advice  and  assistance  as  he 
may  deem  necessary. 

Sec.  6.  The  district  superintendent  shall  see  that  the  Rules  and 
R^ulations  of  the  Bureau  of  Education  regarding  the  loaning  of 
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reindeer  to  apprentices  and  herders,  as  hereinafter  provided,  are  fully 
observed,  and  ne  shall  report  to  the  Commissioner  of  Education  every 
case  of  nedect  of  said  rules  and  regulations. 

Sec.  7.  Each  district  superintenaent  shall  submit  quarterl^r  reports 
to  the  Commissioner  of  Education  concerning  the  condition  and 
reauirements  of  the  stations  and  the  management  of  the  reindeer  herds 
in  nis  district.  He  shall  make  such  recommendations  as  id  his  judg- 
ment may  conduce  to  the  usefulness  of  the  stations. 

Sec.  8.  District  superintendents  shall  be  allowed  necessary  travel- 
ing expenses  in  the  discharge  of  their  official  duties. 

STATION   SUPERINTENDENT. 

Sec.  9.  Each  reindeer  station  shall  be  under  the  charge  of  a  resi- 
dent superintendent,  who  shall  have  the  inmiediate  oversight  of  the 
apprentices,  herders,  reindeer  herd,  and  pubhc  property  at  his  station. 

Sec.  10.  The  station  superintendent  shall  enforce  the  rules  and 
regulations  regarding  the  distribution  of  reindeer  among  native 
apprentices  and  herders,  as  hereinafter  provided. 

Sec.  11.  Every  station  superintendent  must  be  present  at  the 
annual  marking  of  the  reindeer  and  see  that  all  reindeer  are  correctly 
marked  according  to  ownership. 

Sec.  12.  The  station  supenntendent  shall  allow  inspection  of  the 
station  and  herd  at  any  time  by  the  district  superintendent,  or  by 
any  other  person  who  shall  be  assigned  to  said  duty  by  the  Commis- 
sioner of  Education. 

Sec.  13.  The  station  superintendent  shall  furnish  one  copy  of  each 
agreement  or  permit  made  with  or  for  any  apprentice  to  tne  district 
superintendent  and  one  copy  to  the  Commissioner  of  Education. 

Sec.  14.  Every  station  superintendent  shall  make  an  annual  report 
regarding  the  apprentices,  herders,  reindeer  herd,  and  pubhc  property 
at  nis  station  to  the  general  agent  of  education  in  Alaska,  in  accora- 
ance  with  the  forms  furnished  by  the  Bureau  of  Education. 

APPRENTICES. 

Sec.  15.  At  each  station,  boys  in  the  school,  above  the  age  of  15, 
shall  be  given  practical  training  in  herding,  being  detailed  by  the 
station  superintendent  for  service  in  the  reindeer  herd  for  at  least 
one  month  of  each  school  year.  Boys  so  detailed  shall  report  in 
relays  to  the  chief  herder,  who  shall  assign  them  for  service  under 
competent  herders,  care  being  taken  that  the  number  detailed  shall 
not  at  any  time  exceed  the  number  of  paid  apprentices.  Said  boys 
shall  not  receive  remuneration  for  their  serv^ices,  but  shall  receive 
rations  from  the  station  while  employed  with  the  herd.  The  chief 
herder  shall  keep  a  record  of  their  work  and  paid  apprentices  shall  be 
selected  from  among  those  boys  who  show  the  greatest  aptitude  in 
herdmg. 

Sec.  16.  Each  paid  apprentice,  commencing  with  the  close  of  the 
first  year  of  his  apprenticesliip,  if  liis  work  is  approved,  shall  be  loaned 
two  female  reindeer,  and  two  additional  female  reindeer  at  the  close 
of  each  succeeding  year  until  he  has  completed  the  six  years  of  his 
apprenticeship,  and  the  station  superintendent  shall  cause  the  deer 
thus  loaned  to  him  to  be  marked  for  him  in  the  usual  manner  by  cut- 
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ting  the  ear  or  by  inserting  in  the  ear  an  aluminum  ear  mark,  and 
record  of  the  same  shall  be  made  in  the  station  register. 

Sec.  17.  The  number  of  apprentices  receiving  deer  must  be  in  the 
following  proportion:  One  apprentice  for  50  and  not  more  than  76 
female  remdeer  in  the  station  herd,  two  for  from  75  to  126  female 
reindeer,  three  for  from  126  to  175  female  reindeer,  and  one  addi- 
tional apprentice  for  each  additional  50  female  reindeer. 

Sec.  18.  Each  apprentice  shall  be  required  to  attend  the  public 
school  at  his  station  two  sessions  of  one  month  each  during  each  school 
year,  said  sessions  separated  by  intervals  of  from  two  to  four  months. 

Sec.  19.  If  any  apprentice  shall  die  or  shall  abandon  the  reindeer 
that  have  been  loanea  to  him  before  the  expiration  of  the  term  of  his 
apprenticeship,  said  reindeer  and  their  increase  shall  be  returned  to 
the  station  herd. 

Sec.  20.  The  station  superintendent  shall  have  the  power  of  sus- 
pending any  apprentice  at  any  time  during  the  period  of  his  appren- 
ticeship and  return  to  the  station  herd  the  reindeer  that  have  oeen 
loaned  to  him,  and  their  increase,  in  case  there^  be  just  cause,  and, 
with  the  written  approval  of  the  district  superintendent,  may  dis- 
miss said  apprentice. 

Sec.  21.  During  this  period  of  six  years'  apprenticeship  the  appren- 
tice shall  not  be  permitted  to  dispose  of  any  of  the  reindeer  that  nave 
been  loaned  to  hun,  nor  their  increase. 

Sec.  22.  At  the  close  of  the  six  years'  apprenticeship,  if  the  appren- 
tice has  been  faithful  and  riven  promise  of  makmg  a  successful  deer 
man,  the  apprentice  shall  then  become  a  herder  and  entry  shall  be 
made  of  the  same  in  the  station  register  and  reported  to  the  Com- 
missioner of  Education. 

herders. 

Herders  shall  be  subject  to  the  following  rules  and  regulations: 

Sec.  23.  The  herder  shall  not  sell,  exchange,  give,  kul,  or  in  any 
way  dispose  of  any  female  reindeer,  except  to  the  Government.  The 
herder  may,  however,  with  the  written  approval  of  the  station  super- 
intendent mspose  of  surplus  reindeer  for  the  support  of  his  family. 
He  shall  retain  in  his  herd  two  bulls  and  at  least  six  trained  steers. 

Sec.  24.  In  case  of  the  death  of  a  herder  his  herd  shall  revert  to  the 
Government  or  station  from  which  he  received  the  loan,  for  reassign- 
ment of  loan  to  his  heir  or  heirs,  provided,  in  the  judgment  of  the  sta- 
tion superintendent  and  the  district  superintendent,  said  heir  or  heirs 
have  tne  requisite  skill,  knowledge,  and  steadiness  of  character  to 
manage  the  herd  of  the  deceased.  If  said  heir  or  heirs  do  not  have 
the  requisite  skill  to  manage  said  herd  properly,  but  show  a  desire 
to  learn,  then  said  herd  shall  be  kept  with  the  station  herd  for  said 
heir  or  heirs  until  the  completion  or  the  apprenticeship  of  said  heir 
or  heirs,  when  a  number  of  reindeer  equal  to  the  original  number  left 
by  the  deceased,  without  the  annual  increase,  shall  be  divided  among 
said  heirs,  share  and  share  alike. 

Sec.  25.  In  case  there  is  no  heir  competent  to  take  charge  of  the 
herd  or  that  manifests  a  desire  to  learn,  then  the  station  superintend- 
ent or  district  superintendent  shall  take  possession  of  the  herd  of  the 
deceased,  returning  it  to  the  Government  or  to  the  station  that  made 
the  original  loan,  at  the  same  time  makine,  as  far  as  possible,  suitable 
provision  for  the  widow  and  children  of  the  deceaseo. 
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Sec.  26.  Each  native  herder  shall  be  under  the  control  of  the  sta- 
tion superintendent,  and  shall,  with  his  family,  remain  with  the  herd 
at  least  ten  months  of  each  year. 

Seo.  27.  If  a  herder  shall  become  intemperate  or  from  any  other 
cause  neglect  his  herd,  it  shall  be  the  duty  of  the  station  superin- 
tendent to  take  charge  of  said  herd  and  place  it  imder  the  control  of  a 
member  of  the  herder's  family,  who  may  be  competent  to  manage 
the  herd. 

If  there  is  no  member  of  the  herder's  family  who  is  competent  to 
assume  control,  the  herd  shall  be  kept  one  year  with  the  station  herd, 
during  which  time  its  increase  shall  belong  to  the  Government  or 
station.  If  at  the  close  of  the  jear  the  herder  docs  not  give  su])stan:- 
tial  evidence  of  refonnation  said  herd  shall  revert  to  the  Government 
or  station  making  the  loan. 

Sec.  28.  If  a  oisagreement  shall  arise  between  a  herder  and  the 
station  superintendent,  the  matter  shall  be  submitted  to  the  district 
superintendent  for  arbitration,  and  an  appeal  can  be  taken  from  the 
district  superintendent  to  the  United  States  Commissioner  of  Edu- 
cation. 

Sec.  29.  If  any  of  these  rules  and  regulations  regarding  the  rein- 
deer service  are  violated  by  a  herder,  the  station  superintendent  at 
his  discretion  shall  take  charge  of  the  herd  of  said  herder  until  the 
next  visit  of  the  district  superintendent,  when  a  hearing  shall  be 
given  to  all  parties  interested,  and  a  decision  rendered  by  the  district 
superintendent.  If  the  action  of  the  station  superintendent  is  ap- 
proved by  said  district  superintendent,  then  the  herd,  with  all  its 
mcrease,  shall  revert  to  the  Govemnient  or  station  which  loaned  the 
original  herd.  An  appeal  may  be  taken  from  the  district  superin- 
tendent to  the  Commissioner  of  Education. 
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RULES  AND  REGULATIONS  OF  NATIONAL  PARKS. 


TELLOWSTONE  NATIONAL  PARK. 

Depabtment  of  the  Intebiob, 

Washington  J  D,  C,  February  7, 1902, 

The  following  rules  and  regulations  for  the  government  of  the 
Yellowstone  National  Park  are  hereby  establishea  and  made  pubUc, 
^xirsuant  to  authority  conferred  by  section  2476,  Revised  Statutes, 
United  States,  and  the  act  of  Congress  approved  May  7,  1894: 

1.  It  is  foroidden  to  remove  or  injure  the  sediments  or  incrusta- 
tions aroimd  the  geysers,  hot  springs,  or  steam  vents;  or  to  deface  the 
same  by  written  mscription  or  otherwise;  or  to  throw  any  substance 
into  the  springs  or  geyser  vents;  or  to  injure  or  disturb,  in  any  man- 
ner, or  to  carry  on  any  of  the  mineral  deposits,  specimens,  natural 
curiosities,  or  wonders  within  the  park. 

2.  It  is  forbidden  to  ride  or  drive  upon  any  of  the  geyser  or  hot- 
sprine  formations,  or  to  turn  stock  loose  to  graze  in  their  vicinity. 

3.  It  is  forbidden  to  cut  or  injure  any  growing  timber.  Camping 
parties  will  be  allowed  to  use  dead  or  fallen  timber  for  fuel. 

4.  Fires  shall  be  lighted  only  when  necessary,  and  completely 
extinguished  when  not  longer  required.  The  utmost  care  should  be 
exercised  at  all  times  to  avoid  setting  fire  to  the  timber  and  grass, 
and  anyone  failing  to  comply  herewith  shall  be  punished  as  pre- 
scribed oy  law. 

6.  Hunting  or  killing,  wounding  or  capturing  any  bird  or  wild 
animal,  except  dangerous  animals  when  necessary  to  prevent  them 
from  destroymg  life  or  inflicting  an  injury,  is  pronibited.  The  out- 
fits, including  guns,  traps,  teams,  horses,  or  means  of  transportation 
used  by  persons  engaged  in  hunting,  killing,  trapping,  ensnaring,  or 
capturing  such  birds  or  wild  animals,  or  in  possession  of  game  killed 
in  the  park  imder  other  circumstances  than  prescribed  above,  will  be 
forfeited  to  the  United  States,  except  in  cases  where  it  is  shown  by 
satisfactory  evidence  that  the  outfit  is  not  the  property  of  the  person 
or  persons  violating  this  regulation,  and  the  actual  owner  thereof  was 
not  a  party  to  such  violation.  Firearms  will  only  be  permitted  in  the 
park  on  written  permission  from  the  superintendent  thereof.  On 
arrival  at  the  first  station  of  the  park  guard  parties  having  firearms 
will  turn  them  over  to  the  sergeant  in  charge  of  the  station,  taking 
his  receipt  for  them.  They  will  be  returned  to  the  owners  on  leaving 
the  park. 

6.  Fishing  with  nets,  seines,  traps,  or  by  the  use  of  drugs  or  explo- 
sives, or  in  any  other  way  than  with  hook  and  line,  is  prohibited. 
Fishing  for  purposes  of  merchandise  or  profit  is  forbidden  by  law. 
Fishing  may  be  prohibited  by  order  of  the  superintendent  of  the  poj^k 
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in  any  of  the  waters  of  the  park,  or  limited  therein  to  any  specified 
season  of  the  year,  until  otherwise  ordered  by  the  Secretary  of  the 
Interior. 

7.  No  person  will  be  permitted  to  reside  permanently  or  to  engage 
in  any  business  in  the  park  without  permission,  in  writing,  from  the 
Department  of  the  Interior.  The  superintendent  may  grant  author- 
ity to  competent  persons  to  act  as  ^ides  and  revoke  the  same  in  his 
discretion,  and  no  pack  trains  shall  be  allowed  in  the  park  unless  in 
charge  of  a  duly  registered  guide. 

8.  The  herding  or  grazing  of  loose  stock  or  cattle  of  any  kind  within 
the  park,  as  well  as  tne  driving  of  such  stock  or  cattle  over  the  roads 
of  the  park,  is  strictly  forbidden,  except  in  such  cases  where  authority 
therefor  is  panted  by  the  Secretary  of  the  Interior. 

9.  No  dnnking  saloon  or  barroom  will  be  permitted  within  the  limits 
of  the  park. 

10.  Private  notices  or  advertisements  shall  not  be  posted  or  dis- 
played witliin  the  park,  except  such  as  mav  be  necessary  for  the  con- 
venience and  guidance  of  the  public,  upon  buildings  on  leased  ground. 

11.  Persons  who  render  themselves  obnoxious  by  disordeny  con- 
duct or  bad  behavior,  or  who  violate  any  of  the  foregoing  rules,  will 
be  summarily  removed  from  the  park,  and  will  not  be  allowed  to 
return  without  permission,  in  wxiting,  from  the  Secretary  of  the  Inte- 
rior or  the  superintendent  of  tlie  park. 

Any  person  who  violates  any  of  the  foregoing  regulations  will  be 
deemed  guiltv  of  a  misdemeanor  and  be  subjectea  to  a  fine  as  provided 
by  the  act  or  Congress  approved  May  7,  1894,  **to  protect  the  birds 
and  animals  in  Yellowstone  National  Park  and  to  punish  crimes  in 
said  park,  and  for  otlier  purposes,''  of  not  more  than  one  thousand 
dollars,  or  imprisonment  not  exceeding  two  years,  or  both,  and  be 
adjudged  to  pay  all  costs  of  the  proceedings. 

E.  A.  Hitchcock, 

Secretary  of  the  Interior. 


instructions  to  persons  traveling  through  the  park. 

DePxVPvTment  of  the  Interior, 

Office  of  Superintendent  of  the 

Yellowstone  National  Park, 
Yellowstone  Park,  Wyoming,  May  17, 1906, 

The  following  instructions  for  the  information  and  guidance  of  par- 
ties travelms:  through  the  Yellowstone  Park,  having  received  the 
approval  of  the  Secretary  of  the  Interior,  are  published  for  the  benefit 
of  all  concerned : 

(1)  The  feedinj^,  interference  with,  or  molestation  of  the  bear  or 
any  other  wild  animal  in  the  park  in  any  way  by  any  person  is  abso- 
lutely prohibited. 

(2)  Fires, — The  greatest  care  must  be  exercised  to  insure  the  com- 
plete extinction  of  all  camp  fires  before  they^  are  abandoned.  All 
ashes  and  unbiirnod  bits  of  wood  must,  when  practicable,  be  thor- 
oughly soaked  with  water.  WTiere  fires  are  built  in  the  neighborhood 
of  decayed  logs,  particular  attention  must  be  directed  to  the  extin- 
guishment of  fires  in  the  decaying  mold.  Such  material  frequently 
smolders  for  days  and  then  breaks  out  into  dangerous  conilagratioii. 
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Fire  may  also  be  extinguished  where  water  is  not  available  by  a  com- 
plete covering  of  earth,  well  packed  down. 

(3)  Camps, — No  camp  will  be  made  at  a  less  distance  than  100  feet 
from  any  traveled  road.  Blankets,  clothing,  hanmiocks,  or  any  other 
article  liable  to  frighten  teams  must  not  be  hung  at  a  nearer  mstance 
than  this  to  the  road.  The  same  rule  applies  to  temporary  stops,  such 
as  for  feeding  horses  or  for  taking  luncneon. 

Camp  grounds  must  be  thoroughly  cleaned  before  they  are  aban- 
doned, and  such  articles  as  tin  cans,  bottles,  cast-oflf  clothing,  and 
other  dfibris  must  be  either  buried  or  taken  to  some  place  where  they 
will  not  offend  the  sight. 

(4)  Bicycles, — ^Many  of  the  horses  driven  in  the  park  are  unused  to 
bicycles  and  liable  to  be  frightened  by  them.  The  greatest  care  must 
therefore  be  exercised  by  their  riders.  In  meeting  teams  riders  will 
always  dismount  and  stand  at  the  side  of  the  roao— the  lower  side  if 
the  meeting  be  on  a  grade.  In  passing  teams  from  the  rear  riders 
will  ring  their  bells  as  a  warning  and  inquire  of  the  driver  if  they 
may  pass.  If  it  appears  from  the  answer  that  the  team  is  Uable  to  be 
frightened,  they  may  ask  the  driver  to  halt  his  team  and  allow  them 
to  dismount  and  walk  past. 

Riders  of  bicycles  are  responsible  for  all  damages  caused  by  failure 
to  properly  observe  these  instructions. 

(5)  Fishinq, — ^All  fish  less  than  6  inches  in  length  should  at  once  be 
returned  to  the  water  with  the  least  damage  possible  to  the  fish.  No 
fish  should  be  caught  in  excess  of  the  number  needed  for  food. 

(6)  Doqs. — When  dogs  are  taken  through  the  park  they  must  be 
prevented  from  chasing  the  animals  and  birds  or  annoying  passers-by. 
To  this  end  they  must  be  carried  in  the  wagons  or  led  behind  them 
while  traveling,  and  kept  within  the  limits  of  the  camps  when  halted. 
Any  dog  found  at  large  in  disregard  of  this  section  will  be  killed. 

(?)  Grazing  animaU. — Only  animals  actually  in  use  for  purposes  of 
transportation  through  the  park  can  be  grazed  in  the  vicinity  of  the 
camps.  They  will  not  be  allowed  to  run  over  any  of  the  formations, 
nor  near  to  any  of  the  geysers  or  hot  springs;  neither  will  they  be 
allowed  to  run  loose  in  the  roads. 

(8)  Hotels, — All  tourists  traveling  with  the  authorized  transporta- 
tion companies,  whether  holding  hotel  coupons  or  paying  casn,  are 
allowed  tne  privilege  of  extending  their  visit  in  the  park  at  any  of  the 
Yellowstone  Park  Association  hotels  without  extra  charge  for  trans- 
portation. However,  twenty-four  hours'  notice  must  be  given  to  the 
managers  of  the  transportation  companies  at  Yellowstone  Park  for 
reservations  in  other  coaches. 

(9)  Boat  trip  on  Yellowstone  Lake, — ^The  excursion  boat  on  Yellow- 
stone Lake  piying  between  the  Lake  Hotel  and  the  Thumb  Lunch 
Station  at  the  West  Bay  is  not  a  part  of  the  regular  transportation  of 
the  park,  and  an  extra  charge  is  made  by  the  Doat  company  for  this 
service. 

Under  the  contract  with  the  Yellowstone  Lake  Boat  Company, 
dated  January  25,  1897,  said  steamboat  is  not  permitted  to  carry  a 
greater  number  of  passengers  than  is  stated  in  the  certificates  of 
inspection  made  by  the  proper  ofiicers  of  the  Government  in  accord- 
ance with  the  laws  of  the  United  States  governing  the  inspection  of 
steam  vessels;  it  is  at  all  times  required  to  be  provided  with  and 
cany  in  convenient  access  for  each  jpassenger  a  life-preserver  of  the 
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latest  and  most  approved  pattern,  containing  at  least  6  pounds  of 
block  cork,  adjustable  to  the  body  by  suitable  arrangements  of  jacket, 
belt,  and  straps,  also  two  lifeboats  and  a  raft,  force  pumps,  and  fire 
hose.  It  is  likewise  required  to  be  furnished  with  buckets  and  axes 
always  ready  for  use,  as  provided  in  the  Government  inspection  laws. 

(10)  Driving  on  roads  of  park, — (a)  Drivers  of  vehicles  of  any 
description,  when  overtaken  bv  other  vehicles  traveling  at  a  faster 
rate  of  speed,  shall,  if  requested,  to  do  so,  turn  out  and  give  the  latter 
free  and  imobstructed  passageway. 

(6)  Vehicles  in  passing  each  other  must  give  full  half  of  the  road- 
way.    This  appUes  to  freight  outfits  as  well  as  any  other. 

(c)  Racing  on  the  park  roads  is  strictly  prohibited. 

(d)  Freight,  baggage,  and  heavy  campmg  outfits  on  sidehill  grades 
tlu'oiighout  the  park  will  take  tne  outside  of  the  road  while  being 
passed  by  passenger  vehicles  in  either  direction. 

(e)  In  halting  on  the  road  for  any  purpose  all  teams  will  be  pulled 
out  to  one  side  of  the  road  far  enougn  to  leave  a  free  and  unobstructed 
passageway. 

(/*)  In  roimding  sharp  curves  on  the  roads,  like  that  in  the  Grolden 
Gate  Canyon,  where  the  view  ahead  is  completely  cut  oflF,  drivers  will 
keep  well  on  the  right-hand  side  of  the  road,  and  will  slow  down  to  a 
w  alk  unless  there  is  ample  room  to  pass  vehicles  approaching  from  the 
opposite  direction. 

(g)  Stage  companies,  contractors,  and  all  others  using  the  park 
roacls  will  see  that  their  drivers  are  furnished  with  copies  of  this 
regulation. 

(11)  Miscellaneous. — ^The  carving  or  writing  of  names  or  other 
things  on  any  of  the  mileposts  or  signboards,  or  any  of  the  seats,  rail- 
ings, or  other  structures,  or  on  the  trees,  will  not  be  permitted. 

rersons  are  not  allowed  to  bathe  near  any  of  the  regularly  traveled 
roads  in  the  park  without  suitable  bathing  clothes. 

Information  relative  to  side  trips  in  the  park  and  the  cost  thereof 
can  bo  procured  from  those  authorized  to  transport  passengers 
tlu'oiijj:h,  or  to  provide  for  camping  parties  in  the  park,  as  well  as  at 
the  ollicc  of  the  superintendent  of  the  reservation. 

(12)  Willful  disrejj^ard  of  these  instructions  will  result  in  the  ejec- 
tion of  the  ollending  person  or  persons  from  the  park. 

Jno.  PrrcHER, 
Major,  Sixth  Cavalry,  TJ,  S.  A., 
Acting  Supt,  of  the  Yellowstone  National  Pari. 


TOSEMITE   NATIONAL  PARK 

Department  of  the  Interiob, 
Washington,  D,  C,  April  22,  1906, 

1 .  By  act  of  Concrross  aT)])roved  February  7,  1905,  tJie  tracts  of  land 
in  the  State  of  California  clescribed  as  follows:  Beginning  at  the  point 
where  the  middle  of  the  channel  of  the  South  Fork  of  the  Merced 
River  intersects  the  line  between  sections  3  and  4,  township  4  soutiii 
range  20  east,  Mount  Diablo  base  and  meridian;  thence  northerly 
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Jong  section  lines  through  the  middle  of  townships  3  and  4  south, 
'ange  20  east,  to  the  nortnwest  comer  of  section  3,  township  3  south, 
Bnge  20  east  I  thence  westerly  along  township  line  to  the  southwest 
»mer  of  section  33^  township  2  south,  range  20  east;  thence  north- 
erly along  section  Imes  to  the  northwest  comer  of  section  21,  said 
.ownship;  thence  westerly  along  section  lines  to  the  southwest  comer 
)f  section  18,  said  township;  thence  southerly  along  range  line  to  the 
K>utheast  comer  of  the  northeast  Quarter  of  section  24,  township  2 
K)uth,  range  10  east;  thence  westerly  to  the  southwest  comer  of  the 
lortheast  quarter  of  section  24,  said  township;  thence  southerly  to  the 
ioutheast  comer  of  the  southwest  quarter  of  section  24,  said  township; 
Jience  westerly  along  section  lines  to  the  southwest  comer  of  section 
13 f  said  township ;  thence  northerly  alon^  section  lines  to  the  northwest 
X)mer  of  the  southwest  quarter  of  section  14,  said  township;  thence 
easterly  to  the  northeast  comer  of  the  southeast  (quarter  of  section  14, 
»id  township;  thence  northerly  along  section  line  to  the  northwest 
x)mer  of  section  13,  said  toiMiship;  thence  easterly  along  section  line 
;o  the  northeast  comer  of  section  13,  said  township;  thence  northerly 
doi^  range  line  to  the  northwest  comer  of  the  southwest  quarter  of 
action  seven,  township  2  south,  range  20  east;  thence  easterly  to  the 
lortheast  comer  of  the  southeast  quarter  of  section  7,  said  township, 
hence  southerly  along  section  line  to  the  northwest  comer  of  section 
17,  said  township;  thence  easterly  along  section  lines  to  the  northeast 
jomer  of  section  16,  said  township;  tnence  northerly  along  section 
ines  to  the  northwest  comer  of  section  3, said  township;  thence  west- 
erly along  township  line  to  the  southwest  comer  of  section  33,  town- 
ihip  1  south,  range  20  east;  thence  northerly  along  section  lines  to  the 
lorthwest  comer  of  section  21,  said  township;  thence  westerly  along 
lection  lines  to  the  southwest  comer  of  section  18,  said  township; 
lience  northerly  along  range  line  to  the  northwest  comer  of  section  6, 
laid  township;  thence  westerly  along  Mount  Diablo  base  line  to  the 
louthwest  comer  of  section  34,  townsEp  1  north,  range  19  east;  thence 
lortherly  along  section  lines  through  tne  middle  of  townships  1  and  2 
lorth^  range  19  east,  to  the  noint  of  intersection  witli  the  summit  of 
;he  divide  Detween  Cherry  Creek  on  the  west  and  Eleanor  and  Fall 
Teeks  on  the  east;  thence  along  the  summit  of  said  divide  in  a  north- 
easterly direction  to  the  summit  of  the  Sierra  Nevada  Mountains; 
hence  southeasterly  along  the  summit  of  the  Sierra  Nevada  Moun- 
ains  to  the  divide  between  the  Merced  and  San  Joaquin  rivers;  thence 
louthwesterly  along  said  divide  to  the  point  of  intersection  with  the 
iouth  boundary  of  township  4  south,  range  23  east,  Mount  Diablo  base 
ind  meridian;  thence  westerly  along  township  line  to  the  point  of  inter- 
action with  the  middle  of  the  channel  of  the  South  Fork  of  the  Merced 
liver;  thence  westerly  down  the  middle  of  said  river  to  the  place  of 
>eginning,  are  hereby  reserved  and  witlidrawn  from  settlement,  occu- 
)ancy,  or  sale  under  the  laws  of  the  United  States,  and  set  apart  as 
eserved  forest  lands,  subject  to  all  the  provisions  of  the  act  of  Con- 
;ress  approved  October  1,  1890,  entitled  ^^  An  act  to  set  apart  certain 
racts  or  land  in  the  State  of  California  as  forest  reservations,' '  and 
hs^  be  known  as  the  *' Yoseinite  National  Park." 

2.  The  park  by  said  act  is  placed  imder  tlie  exclusive  control  of  the 
Secretary  of  the  Interior,  and  these  rules  and  regulations  are  made  and 
published  in  pursuance  of  the  duty  imposed  on  him  in  regard  thereto. 
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3.  It  is  forbidden  to  injure  or  disturb  in  any  manner  any  of  the  min- 
eral deposits,  natural  curiosities,  or  wonders  on  the  Government  lands 
within  tlie  park. 

4.  It  is  forbidden  to  cut  or  injure  any  timber  CTowing  on  tlic  park 
lands.  Camping  parties  will  be  allowed  to  use  dead  or  fallen  timber 
for  fuel. 

5.  Fires  should  be  liglited  only  when  necessary  and  completely 
extinguished  when  not  longer  required.  The  utmost  care  must  be 
exercised  at  all  times  to  avoid  setting  fire  to  the  timber  and  grass. 

6.  Hunting  or  killing,  wounding  or  capturing  any  bird  or  wild 
animal  on  the  park  lands,  except  dangerous  animals  when  nec€sssary 
to  prevent  them  from  destroying  life  or  inflicting  an  injury,  is  proliib- 
ited.  The  outfits,  including  guns,  traps,  teams,  horses,  or  means  of 
transportation  used  by  persons  engaged  in  hunting,  killing,  trapping, 
ensnaring,  or  capturing  such  birds  or  wild  animals,  or  in  possession  of 
game  killed  on  tlic  park  lands  under  other  circumstances  than  pre- 
scribed above,  will  be  taken  up  by  the  superintendent  and  held  sub- 
ject to  order  of  the  Secretary  of  the  Intenor,  except  in  cases  where  it 
is  sho>\Ti  by  satisfactory  evidence  that  the  outfit  is  not  the  property 
of  the  person,  or  persons,  Adolating  this  reflation  and  the  actual 
owner  tneroof  was  not  a  party  to  such  violation.  Firearms  will  only 
be  permitted  in  the  park  on  written  permission  from  the  superintenci- 
ent  thereof. 

7.  Fishing  with  nets,  seines,  traps,  or  by  the  use  of  drugs  or  explo- 
sives, or  in  any  otlier  way  than  with  hook  and  line,  is  prohibited. 
Fishing  for  j)iirposes  of  merchandise  or  profit  is  forbidden.  Fishing 
may  be  prohibited  by  ord(»r  of  the  su])erint«ndent  of  the  park  in  any  of 
the  waters  of  the  ])ark,  or  limited  therein  to  any  specified  season  of  the 
year,  until  otherwise  ordered  by  the  Secretary  or  the  Interior. 

8.  No  person  will  be  permitted  to  reside  permanently,  or  to  enga^ 
in  any  business  on  tlie  Goveminent  lands  in  the  park  without  permis- 
sion, in  writing,  from  the  Secretary  of  the  Interior.  The  superintend- 
ent may  grant  autliority  to  competent  persons  to  act  as  guides  and 
revoke  the  same  in  liis  discretion,  and  no  pack  trains  will  be  allowed 
in  the  j>ark  unless  in  cliarge  of  a  duly  regist<*red  guide. 

9.  Owners  of  patented  Kinds  witliin  the  park  limits  are  entitled  to 
the  fall  use  and  enjoyment  thereof;  such  lands,  however,  shall  have 
the  metes  and  bounds  thereof  so  marked  and  defined  as  that  they  may 
be  readily  ciistinguislied  from  tlie  park  lands.  Stock  may  be  taken 
over  tlie  ])ark  lands  to  ])atented  lands  with  the  written  permission  and 
under  tlie  .suy^erN-ision  of  the  superintendent. 

10.  The  luTding  or  grazing  of  loose  stock  or  cattle  of  any  kind  on 
the  Gr)vernniont  lands  in  the  park,  as  well  as  the  driving  of  such  stock 
or  cattle  over  the  same,  is  strictly  forl)idden,  except  in  such  cases 
where  nuthority  tliorefor  is  granted  by  the  superintendent. 

11.  The  .sale  or  use  of  intoxicating  liquors  on  the  Government  lands 
in  the  pjirk  is  strictly  forbidden. 

12.  rriyat**  notices  or  advertisements  shall  not  be  posted  or  dis- 
played on  tli(»  (Jovernment  lands  within  the  reservation,  except  such 
as  may  be  necessary  f(»r  the  convt^nicnee  and  guidance  of  the  public. 

1  *A.  Persons  who  rend(T  themselves  ol)noxious  by  disorderly  conduct 
or  bad  l)ehavir)r,  or  who  inav  violate  any  of  the  foregoing  rules  will  be 
summarily  removed  from  tlie  park  and  will  not  be  aUowed  to  return 


ISTATIONAL   PABKS,  BTO.  305 

without  i)enmssion,  in  writing,  from  the  Secretary  of  the  Interior  or 
the  superintendent  of  the  park. 

14.  The  superintendent  designated  by  the  Secretary  is  hereby 
authorized  and  directed  to  remove  all  trespassers  from  the  Govern- 
ment lands  in  the  park  and  enforce  these  rules  and  regulations  and  all 
the  provisions  of  the  act  of  Congress  aforesaid. 

E.  A.  Hitchcock, 

Secretary  of  the  Interior. 

npommnro  akd  disposition  of  loose  live  stock  7onin>  in  tosemite 

national  pake. 

Department  of  the  Interior, 
WasUnffton,  D,  C,  April  22,  1905, 

Horses,  cattle,  or  other  domestic  Uve  stock  running  at  large  or 
being  herded  or  ^azed  on  the  Government  lands  in  the  Yosemite 
National  Park  without  authority  from  the  superintendent  of  the 
park,  will  be  taken  up  and  impounded  by  the  superintendent,  who 
will  at  once  give  notice  thereof  to  the  owner,  if  known.  If  the  owner 
is  not  known,  notices  of  such  impounding,  giving  a  description  of 
the  animal  or  animals,  with  the  orands  thereon,  will  be  posted  in 
six  public  places  inside  the  park  and  in  two  pubUc  places  outside  the 
parK.  Any  owner  of  an  animal  thus  impounded  majr,  at  any  time 
Defore  the  sale  thereof,  reclaim  the  same  upon  proving  ownership 
and  pir^ing  the  cost  of  notice  and  all  expenses  incident  to  the  taking 
up  ana  detention  of  such  animal,  including  the  cost  of  feeding  and 
caring  for  the  same.  If  any  animal  thus  impounded  should  not  be 
reclaimed  within  thirty  davs  from  notice  to  the  owner  or  from  the 
date  of  posting  notices,  it  shall  be  sold  at  pubUc  auction  at  such  time 
and  place  as  may  be  fixed  by  the  superintendent  after  ten  days' 
notice,  to  be  given  by  posting  notices  in  six  public  places  in  the  park 
and  two  pubhc  places  outside  the  park,  and  by  mailing  to  the  owner, 
if  known,  a  copy  thereof. 

All  money  received  from  the  sale  of  such  animals  and  remaining 
after  the  payment  of  all  expenses  incident  to  the  taking  up,  impound- 
ing, and  selling  thereof,  shall  be  carefully  retained  by  the  superin- 
tendent in  a  separate  fund  for  a  period  or  six  months,  during  which 
time  the  net  proceeds  from  the  sale  of  any  animal  may  be  claimed 
by  and  paid  to  the  owner  upon  the  presentation  of  satisfactory  proof 
oi  ownership;  and  if  not  so  claimed  witliin  six  months  from  the  date 
of  sale  sucn  proceeds  shall  be  turned  into  the  Yosemite  National 
Park  fund. 

The  superintendent  shall  keep  a  record  in  which  shall  be  set  down 
a  description  of  aU  animals  impounded,  giving  the  brands  found  on 
them,  the  date  and  locality  of  the  taking  up,  the  date  of  all  notices 
and  manner  in  which  they  were  given,  the  date  of  sale,  the  name  and 
address  of  the  purchaser,  the  amount  for  which  each  animal  was  sold 
and  the  cost  incurred  in  connection  therewith,  and  the  disi)osition  of 
the  proceeds. 

The  superintendent  shall,  in  each  instance,  make  everv  reasonable 

effort  to  ascertain  the  owner  of  animals  impounded  anif  give  actual 

notice  thereof  to  such  owner. 

E.  A.  Hitchcock, 

Secretary  of  the  Zntc rior. 
a  Doc  896, 69-2,  pt  1 ^20 
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froic  the  t08emite  hatiohal  park  and  ihclitded  dt  the  sierra 
porest  reserve  bt  the  act  op  pebrvart  7»  1906. 

Department  op  the  Interior, 

WdshingUm,  D,  C,  July  7,  1906. 
This  act,  so  far  as  it  relates  to  the  use  of  the  lands  within  the  addi- 
tion to  the  Sierra  Forest  Reserve  made  by  it,  for  right  of  way  purposes, 
is  as  follows: 


Provided^  That  all  those  tracts  or  parcels  of  lands  described  in  section  one  of  the 
Act  of  October  first,  eighteen  hundred  and  ninety,  and  not  included  within  the  met 
and  bounds  of  the  land  above  described,  be,  and  the  same  are  hereby,  included  ii 
and  made  part  of  the  Sierra  Forest  Reserve:  And  provided  further  ^  ThaX  the  Secretaiy^^^ 
of  the  Interior  may  require  the  payment  of  such  price  as  he  may  deem  proper  fa 
privil^es  on  the  land  herein  segregated  from  the  i  osemite  National  Park  ana  made 
a  part  S.  the  Sierra  Forest  Reserve  accorded  under  the  Act  approved  February  fifteenthi^ 
nmeteen  hundred  and  one,  relating  to  rights  of  way  over  certain  parks,  reservationSiK- 
and  other  lands,  and  other  acts  concerning  rights  of  way  over  puolic  lands;  and  th< 
moneys  received  from  the  privileges  accorded  on  the  lands  herein  segr^ated  an( 
included  in  the  Sierra  Forest  Reserve  shall  be  paid  into  the  Treasury  of  tne  Unitet 
States,  to  be  expended,  under  the  direction  of  the  Secretary  of  the  Interiorj  in  th< 
management,  improvement,  and  protection  of  the  forest  lands  herein  set  aside  anc 
reserved,  which  snail  hereafter  be  known  as  the  "  Yoeemite  National  Park." 

Sec.  2.  That  none  of  the  lands  patented  and  in  private  ownership  in  the  area  hereb] 
included  in  the  Sierra  Forest  Reserve  shall  have  the  privileges  of  the  lieu-land  scrij 
provisions  of  the  land  laws,  but  otherwise  to  be  in  ail  respects  under  the  laws  anc 
r^ulations  affecting  the  forest  reserves^  and  immediately  upon  the  passage  of  this  A( 
all  laws,  rules,  and  regulations  affecting  forest  reservations,  including  the  rifht 
change  the  boundaries  thereof  by  Executive  proclamation,  shall  take  effect  and  be 
force  within  the  limits  of  the  territory  excluded  by  this  Act  from  the  Yosemite  NationalK^ 
Park,  except  as  herein  otherwise  provided. 

The  several  acts  of  Congress  authorizing  the  use  of  lands  within-*^ 
forest  reserves  for  right-of-way  purposes  are  applicable  to  this  portion 
of  the  Sierra  Forest  Reserve  with  the  condition,  however,  that  the 
Secretary  of  the  Interior  may  require  the  beneficiary  to  pay  a  suitable 
price  for  the  privileges  accorded  therein. 

The  Department  of  Agriculture  is  vested  with  jurisdiction  to  pass 
upon  all  applications  under  any  law  of  the  United  States  providing 
for  the  granting  of  a  permission  to  occupy  and  use  lands  in  a  forest 
reserve,  which  occupation  or  use  is  temporary  in  character,  and  which. 
if  granted,  will  in  no  wdse  aflFect  the  fee  or  cloud  the  title  of  the  United 
States  should  the  reserve  be  discontinued.  The  Department  of  the 
Interior  is  vested  with  jurisdiction  over  all  applications  affecting 
lands  within  a  forest  reserve  the  granting  of  wmch  amounts  to  an 
easement  running  with  the  land.  Any  permission  or  Ucense  granted 
by  the  Agricultural  Department  is  subject  to  any  later  disposal  of  the 
lands  b}^  the  Department  of  the  Interior. 

All  ai)plications  for  privileges  other  than  of  a  temporary  character 
within  the  said  addition' to  the  Sierra  Forest  Reserve  should  be  in 
accordance  with  the  regulations  heretofore  prescribed  in  similar  cases. 
Before  final  approval  is  given  to  any  application  for  a  privilege  on  or 
over  these  lands,  the  Secretary  of  the  Interior  will  fix  tne  price  there- 
for and  the  payment  thereof  will  be  necessary  before  final  approval 
is  given. 

When  the  payment  is  made  at  the  local  land  office,  the  receiver 
will  charge  tne  amount  paid  on  his  list  of  imeamed  moneys  and 
deposit  the  same  to  hi^  ofiicial  credit  until  he  is  advised  of  the  allow- 
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ance  or  rejection  of  the  application.    If  the  application  be  allowed , 
he  will  cover  the  money  into  the  Treasury  to  the  credit  of  the  special 
fund  provided  for  by  tnis  act,  to  be  expended  under  the  direction  of 
the  Secretary  of  the  Interior  in  the  management,  improvement,  and 
protection  of  the  Yosemite  National  Park;  if  rejected,  the  amount 
wiU  be  returned  to  the  appUcant  and  a  proper  receipt  taken  therefor. 
In  addition  to  the  foregoing,  and  before  such  application  will  be 
approved,  the  applicant  must  expressly  agree  to  enter  into  a  contract 
wherehj  ne  shall  bind  himself  to  make  further  annual  payments  for 
such,  privilege  should  the  Secretary  of  the  Interior,  upon  consideration 
of  the  facts  in  each  particular  case,  so  prescribe.     Such  payments 
mrhen  required,  shaU  be  made  to  the  Secretary  of  the  Interior,  to  be 
placed  to  the  credit  of  the  special  fund  provided  for  in  the  act  of  Feb- 
ruary 7y  1905,  to  be  expended  in  the  management,  improvement,  and 
protection  of  the  Yosemite  National  Park. 

An  applicant  for  the  privilege  of  transporting  persons  and  material 
through  the  reserve  to  the  Yosemite  National  Park  will  also  be 
required,  when  in  the  iudgment  of  the  Secretary  of  the  Interior  the 
convenience  of  the  puolic  requires  it,  to  file  in  the  Department  a 
stipulation  agreeing  to  transport  the  cars  of  any  other  person  or  com- 
pany over  its  roaa  upon  the  payment  of  sucn  reasonable  charge  as 
may  be  determined  upon  between  the  parties,  or  by  the  Secretary  of 
the  Interior. 

E.  A.  Hitchcock,  Secretary. 
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Department  of  the  Interior, 

Washin^ouy  D,  C,  June  2,  1902. 

1.  By  act  of.  Congress  approved  September  25,  1890,  the  tract  of 
land  in  the  State  or  California  described  in  township  18  south  and 
ranges  30  and  31  east,  and  also  sections  31,  32,  33,  and  34,  in  town- 
ship 17  south  and  range  30  east,  and  by  act  of  Congress  approved 
October  1,  1890,  the  adjoining  tract,  described  as  townships  15  and 
16  south,  ranges  29  and  30  east,  and  also  township  17  south,  range 
30  east,  except  above-mentioned  sections  31,  32,  33,  and  34,  have 
been  set  apart  for  a  public  park,  and  the  same  shall  be  known  as 
the  "Sequoia  National  Park. 

2.  The  park  by  said  act  is  placed  under  the  exclusive  control  of  the 
Secretary  of  the  Interior,  and  these  rules  and  regulations  are  made 
and  published  in  pursuance  of  the  duty  imposed  on  him  in  regard 
thereto. 

3.  It  is  forbidden  to  injure  or  disturb  in  any  manner  any  of  the 
mineral  deposits,  natural  curiosities,  or  wonders  on  the  Government 
lands  withm  the  park. 

4.  It  is  forbidden  to  cut  or  injure  any  timber  growing  on  the  park 
lands.  Camping  parties  will  be  allowed  to  use  dead  or  fallen  timber 
for  fuel. 

5.  Fires  shall  be  lighted  onljr  when  necessary  and  completely  extin- 
guished when  not  longer  required.  The  utmost  care  must  be  exer- 
cised at  all  times  to  avoid  setting  fire  to  the  timber  and  grass. 
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6.  Hunting  or  killing,  wounding,  or  capturing  any  bird  or  wild  ani- 
mal on  the  park  lands,  except  dangerous  animals  when  necessary  to 
prevent  them  from  destroying  life  or  inflicting  an  injury,  is  prohibited. 
The  outfits,  including  guns,  traps,  teams,  horses,  or  means  of  trans- 
portation used  by  persons  engaged  in  hunting,  killing,  trapping, 
ensnaring,  or  capturing  such  birds  or  wild  animals,  or  in  possession 
of  game  killed  on  the  park  lands  under  other  circumstances  than  pre- 
scnbed  above  will  be  taken  up  by  the  superintendent  and  held  subject 
to  order  of  the  Secretary  of  the  Interior,  except  in  cases  where  it  is 
shown  by  satisfactory  evidence  that  the  outfit  is  not  the  property  of 
the  person  or  persons  violating  this  regulation  and  the  actual  owner 
thereof  was  not  a  party  to  such  violation.  Firearms  will  only  be 
permitted  in  the  park  on  written  permission  from  the  superintendent 
thereof. 

7.  Fishing  with  nets,  seines,  traps,  or  by  the  use  of  drugs  or  explo- 
sives, or  in  any  other  way  than  with  hook  and  line,  is  prohibited. 
Fishing  for  purposes  of  merchandise  or  profit  is  forbidden.  Fishing 
may  be  prohibited  by  order  of  the  superintendent  of  the  park  in  any 
of  the  waters  of  the  park,  or  limited  therein  to  any  specified  season 
of  the  year,  until  otherwise  ordered  by  the  Secretary  of  the  Interior. 

8.  Ko  person  will  be  permitted  to  reside  permanently  or  to  engage 
in  any  business  on  the  Government  lands  m  the  park  without  per- 
mission, in  writing,  from  the  Secretary  of  the  Interior.  The  super- 
intendent may  grant  authority  to  compet<5nt  persons  to  act  as  guides 
and  revoke  tne  same  in  his  aiscretion,  and  no  pack  trains  shall  be 
allowed  in  the  park  unless  in  charge  of  a  duly  registered  guide. 

9.  Owners  of  patented  lands  within  the  park  limits  are  entitled  to 
the  full  use  and  enjoyment  thereof.  Such  lands,  however,  shall  have 
the  metes  and  bounds  thereof  so  marked  and  defined  as  that  they 
may  be  readily  distinguished  from  the  park  lands.  Stock  may  be 
taken  over  the  park  lands  to  patented  lands  with  the  written  permis- 
sion and  under  the  supervision  of  the  superintendent. 

10.  The  herdin":  or  grazing  of  loose  stock  or  cattle  of  any  kind  on 
the  Government  Tancfs  m  the  park,  as  well  as  the  driving  of  such 
stock  or  cattle  over  the  same,  is  strictly  forbidden,  except  in  6uch 
cases  where  authority  therefor  is  granted  by  the  superintendent. 

11.  The  sale  or  use  of  intoxicating  liquors  on  the  Government 
lands  in  the  park  is  strictly  forbidden. 

12.  Private  notices  or  advertisements  shall  not  be  posted  or  dis- 
played on  the  Government  lands  within  the  reservation,  except  such 
as  may  be  necessary  for  the  convenience  and  guidance  of  the  public. 

13.  Persons  who  render  themselves  obnoxious  by  disorderly  con- 
duct or  bad  behavior,  or  who  may  violate  any  of  the  foregoing  rules, 
may  he  summaril}^  removed  from  the  park,  and  will  not  be  allowed 
to  return  without  permission,  in  writing,  from  the  Secretary  of  the 
Interior  or  the  superintendent  of  the  park. 

14.  The  superintendent  designated  by  the  Secretary  is  hereby 
autliorized  and  directed  to  remove  all  trespassers  from  the  Govern- 
ment lands  in  the  park  and  enforce  these  niles  and  regulations  and 
all  the  provisions  of  the  act  of  Congress  aforesaid. 

Tnos.  Ryan, 
Acting  Secretary  o^the  Interior, 


NATIONAL   PABKS,  ETC.  309 

OfPOUNDnra  ahb  disposition  of  loosb  uyb  stock  foukd  nr  the  sequoia 

natiohal  pake. 

Department  of  the  Interior, 

Wdshin^onj  D,  C,  June  ^j  1902. 

Horses,  cattle,  or  other  domestic  live  stock  running  at  large  or 
bein^  herded  or  ^azed  on  the  Government  lands  in  the  Seauoia 
Vational  Park  without  authority  from  the  superintendent  ot  the 
>ark  will  be  taken  up  and  impounded  by  the  superintendent,  who 
vill  at  once  give  notice  thereof  to  the  owner,  if  known.  If  the  owner 
3  not  known,  notices  of  such  impounding,  giving  a  description  of  the 
.nimal  or  animals,  with  the  brands  thereon,  will  be  posted  in  six 
public  places  inside  the  park  and  in  two  public  places  outside  the 
lark.  Any  owner  of  an  animal  thus  impounded  may,  at  any  time 
before  the  sale  thereof,  reclaim  the  same  upon  proving  ownersmp  and 
laying  the  cost  of  notice  and  all  expenses  incident  to  the  taking  up 
knd  detention  of  such  animal,  including  the  cost  of  feeding  and  carine 
or  the  same.  If  any  animal  thus  impounded  shall  not  be  reclaimed 
irithin  thirty  days  from  notice  to  the  owner  or  from  the  date  of  post- 
ng  notices,  it  shall  be  sold  at  public  auction  at  such  time  and  place 
is  may  be  fixed  by  the  superintendent,  after  ten  days'  notice,  to  be 
prv&n  oy  posting  notices  in  six  public  places  in  the  park  and  two  pub- 
lic places  outside  the  park  ana  by  mailing  to  the  owner,  if  known,  a 
copy  thereof. 

Ail  money  received  from  the  sale  of  such  animals  and  remaining 
after  the  payment  of  all  expenses  incident  to  the  taking  up,  impound- 
ing, and  selling  thereof,  shall  be  carefully  retained  by  the  superin- 
tendent in  a  separate  fund  for  a  period  oi  six  months,  during  which 
time  the  net  proceeds  from  the  sale  of  any  animal  may  be  claimed  by 
and  paid  to  tne  owner  upon  the  presentation  of  satisfactory  proof  of 
ownership;  and  if  not  so  claimed  within  six  months  from  tne  date  of 
sale  such  proceeds  shall  be  turned  into  the  Sequoia  National  Park 
fund. 

The  superintendent  shall  keep  a  record  in  which  shall  be  set  down 
a  description  of  all  animals  impounded,  giving  the  brands  found  on 
them,  tne  date  and  locaUty  of  the  taking  up,  the  date  of  all  notices 
and  manner  in  which  they  were  given,  the  date  of  sale,  the  name  and 
address  of  the  purchaser,  the  amount  for  which  each  animal  was  sold 
and  the  cost  incurred  in  connection  therewith,  and  the  disposition  of 
theproceeds. 

The  superintendent  will,  in  each  instance,  make  every  reasonable 
efiFort  to  ascertain  the  owner  of  animals  impounded  and  to  give  actual 
notice  thereof  to  such  owner. 

Thos.  Ryan, 
Acting  Secretary  of  the  Interior. 


OENS&AL  GRANT   NATIONAL   FAEK. 

Department  of  the  Interior, 

Washington,  D,  C,  June  2,  1902, 

1.  By  act  of  Congress  approved  October  1,  1890,  the  tract  of  land 
in  the  otate  of  Calitomia  described  as  sections  5  and  6,  in  township 
14  south,  range  28  east,  of  Moimt  Diablo  Meridian,  and  also  sectio  ^ 
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31  and  32  of  township  13  south,  ran^e  28  east,  of  the  same  meridian, 
have  been  set  apart  for  a  public  park,  and  the  same  shall  be  known 
as  the  " General  Grant  National  Park,"  "General  Grant"  being  the 
name  by  which  the  Great  Tree  therein  is  so  widely  known. 

2.  The  park  by  said  act  is  placed  under  the  exclusive  control  of  the 
Secretary  of  the  Interior,  and  these  rules  and  regulations  are  made 
and  published  in  pursuance  of  the  duty  imposea  on  him  in  regard 
thereto. 

3.  It  is  forbidden  to  injure  or  disturb  in  any  manner  any  of  the 
mineral  deposits,  natural  curiosities,  or  wonders  on  the  Government 
lands  withm  the  park. 

4.  It  is  forbidden  to  cut  or  injure  any  timber  growing  on  the  park 
lands.  Camping  parties  will  be  allowed  to  use  dead  or  fallen  timber 
for  fuel. 

5.  Fires  shall  be  lighted  only  when  necessary  and  completely  extin- 
guished when  not  longer  required.  The  utmost  care  must  be  exer- 
cised at  all  times  to  avoid  setting  fire  to  the  timber  and  ^ass. 

6.  Hunting  or  killing,  wounalng  or  capturing,  any  bird  or  wild 
animal  on  the  park  lands,  except  dangerous  animals  when  necessary 
to  prevent  them  from  destroying  life  or  inflicting  an  injury,  is  pro- 
hibited. The  outfits,  i^luding  guns,  traps,  teams,  horses  or  means 
of  transportation  used  By  persons  engaged  in  himting,  killing^,  trap- 
ping, ensnaring,  or  capturing  such  birds  or  wild  animals,  or  m  pos- 
session of  game  killed  on  the  park  lands  under  other  circumstances 
than  prescribed  above,  will  be  taken  up  by  the  superintendent  and 
held  subject  to  order  of  the  Secretary  of  the  Interior,  except  in  cases 
where  it  is  shown  by  satisfactory  evidence  that  the  outfit  is  not  the 
property  of  the  person,  or  persons,  violating  this  regulation  and  the 
actual  owner  thereof  was  not  a  party  to  such  violation.  Firearms 
will  only  be  pernutted  in  the  park  on  written  permission  from  the 
superintendent  thereof. 

7.  Fishing  with  nets,  seines,  traps,  or  by  the  use  of  drugs  or  explo^ 
sives.  or  in  any  other  way  than  with  hook  and  line,  is  prohibited. 
Fisliiflg  for  purposes  of  merchandise  or  profit  is  forbidden.  Fishing 
may  be  prohibited  by  order  of  the  supermt^ndent  of  the  park  in  any 
of  the  waters  of  the  park,  or  limited  therein  to  any  specified  season 
of  the  year,  until  otherwise  ordered  by  the  Secretary  of  the  Interior. 

8.  No  person  will  be  permitted  to  reside  permanently,  or  to  engage 
in  any  business  on  the  Government  lands  in  the  park  without  per- 
mission, in  writing,  from  the  Secretary  of  the  Interior.  The  super- 
intendent may  grant  authority  to  competent  persons  to  act  as  guides 
and  revoke  tne  same  in  his  aiscretion,  and  no  pack  trains  shaU  be 
allowed  in  the  park  unless  in  charg:e  of  a  duly  registered  guide. 

9.  Owners  or  patented  lands  witliin  the  park  limits  are  entitled  to 
the  full  use  and  enjoyment  thereof;  such  lands,  however,  shall  have 
the  metes  and  bounds  thereof  so  marked  and  defined  as  that  they 
may  be  readily  distinguished  from  the  park  lands.  Stock  may  tie 
taken  over  the  park  lands  to  patented  lands  with  the  written  per- 
mission and  under  the  supervision  of  the  superintendent. 

10.  The  hording  or  grazing  of  loose  stock  or  cattle  of  any  kind  on 
the  Goveninient  lands  in  the  park,  as  well  as  the  driving  of  such  stock 
or  cattle  over  the  same,  is  strictly  forbidden,  except  in  such  cases 
where  authority  therefor  is  gran  tea  by  the  superintendent. 
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11.  The  sale  or  use  of  intoxicating  liquors  on  the  Grovemment  lands 
in  the  park  is  strictly  forbidden. 

12.  Private  notices  or  advertisements  shall  not  be  posted  or  dis- 
played on  the  Government  lands  within  the  reservation,  except  such 
as  may  be  necessary  for  the  convenience  and  guidance  of  the  public. 

13.  Persons  who  render  themselves  obnoxious  by  disorderly  con- 
duct or  bad  behavior,  or  who  may  violate  any  of  the  foregoing  rules 
may  be  summarily  removed  from  the  park  and  will  not  be  allowed  to 
return  without  permission,  in  writing,  from  the  Secretary  of  the 
Interior  or  the  superintendent  of  the  park. 

14.  The  superintendent  designated  by  the  Secretary  is  hereby  au- 
thorized and  directed  to  remove  all  trespassers  from  the  Government 
lands  in  the  park  and  enforce  these  rules  and  regulations  and  all  the 
provisions  of  the  act  of  Congress  aforesaid. 

Thos.  Ryan, 
Acting  Secretary  of  the  Interior. 


mpoTJiTDnro  and  disposition  of  loose  live  stock  found  nr  the 

oenebal  obant  national  pabk. 

Department  of  the  Interior, 

Washington,  D.  C,  June  2,  1902. 

Horses,  cattle,  or  other  domestic  Uve  stock  running  at  large  or 
being  herded  or  grazed  on  the  Government  lands  in  the  General 
Grant  National  rark  without  authority  from  the  superintendent 
of  the  park,  will  be  taken  up  and  impounded  by  the  superintendent, 
who  will  at  once  give  notice  thereof  to  the  owner,  if  known.  If  the 
owner  is  not  known,  notices  of  such  impounding,  giving  a  description 
of  the  animal  or  animals,  with  the  brands  thereon,  wiB  be  posted  hi 
six  pubUc  places  inside  the  park  and  in  two  public  places  outside  the 
parK.  Any  owner  of  an  animal  thus  impounded  majr,  at  any  time 
Defore  the  sale  thereof,  reclaim  the  same  upon  proving  ownership 
and  paying  the  cost  of  notice  and  all  expenses  incident  to  the  taking 
up  anci  detention  of  such  animal,  including  the  cost  of  feeding  and 
caring  for  the  same.  If  any  animal  thus  impounded  shall  not  be 
reclaimed  within  thirty  days  from  notice  to  tne  owner  or  from  the 
date  of  posting  notices,  it  shall  be  sold  at  public  auction  at  such  time 
and  place  as  may  be  fixed  by  the  superintendent  after  ten  days' 
notice,  to  be  given  by  posting  notices  in  six  pubhc  places  in  the  park 
and  two  pubhc  places  outside  the  park,  and  oy  mailing  to  the  owner, 
if  known,  a  copy  thereof. 

All  money  received  from  the  sale  of  such  animals  and  remaining 
after  the  pavment  of  all  expenses  incident  to  the  taking  up,  impound- 
ing, and  selling  thereof,  shall  be  carefully  retained  by  the  superin- 
tendent in  a  separate  fund  for  a  period  or  six  months,  during  which 
time  the  net  proceeds  from  the  sale  of  any  animal  may  be  claimed  by 
and  paid  to  tne  owner  upon  the  presentation  of  satisfactory  proof  of 
ownership ;  and  if  not  so  claimed  within  six  months  from  the  date  of 
sale  such  proceeds  shall  be  turned  into  the  General  Grant  National 
Park  fund. 

The  superintendent  shall  keep  a  record  in  which  shall  be  set  down 
a  description  of  all  animals  impounded,  giving  the  brands  found  on 
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them,  the  date  and  locaHty  of  the  takmg  up,  the  date  of  all  notices 
and  maimer  in  which  they  were  given,  the  date  of  sale,  the  name  and 
address  of  the  purchaser,  the  amount  for  which  each  animal  was  sold 
and  the  cost  incurred  in  connection  therewith,  and  the  disposition  of 
the  proceeds. 

The  superintendent  will,  in  each  instance,  make  every  reasonable 
effort  to  ascertain  the  owner  of  animals  impounded  and  to  give  actual 
notice  thereof  to  such  owner. 

Thos.  Ryan, 
Acting  Secretary  of  the  Interior. 


CRATER  LAKE  NATIONAL  PARK. 

Department  of  the  Interior, 
Wa^hiufftony  D.  (7.,  August  j?7,  1909. 

1.  By  act  of  Congress  approved  May  22,  1902,  the  tract  of  land 
bounded  north  by  the  parallel  43°  4'  north  latitude,  south  bv  42°  48' 
north  latitude,  east  by  the  meridian  122°  west  longitude,  and  west  by 
the  meridian  122°  16'  west  longitude,  having  an  area  of  249  square 
miles,  in  the  State  of  Oregon,  and  including  Crater  Lake,  has  oeen 
reserved  and  withdrawn  from  settlement,  occupancy,  or  sale  under 
the  laws  of  the  United  States,  and  dedicated  and  set  apart  forever  as 
a  pubUc  park  or  pleasure  ground  for  the  benefit  of  the  people  of  the 
United  States,  to  be  known  as  Crater  Lake  National  Park. 

2.  The  park  by  said  act  is  placed  under  the  exclusive  control  of  the 
Secretary  of  the  Interior,  and  these  rules  and  regulations  are  made  and 
published  in  pursuance  of  the  duty  imposed  on  him  in  regard  thereto. 

3.  It  is  forbidden  to  injure,  or  destroy  in  any  maimer,  any  of  the 
natural  curiosities  or  wonders  within  the  parlc,  or  to  disturb  the 
mineral  deposits  in  the  reservation,  except  under  the  conditions  pro- 
scribed in  paragraph  12  of  these  regulations. 

4.  It  is  forbidden  to  cut  or  injure  any  timber  growing  within  the 
park  except  for  use  in  the  construction  of  places  of  entertainment 
and  in  connection  with  the  working  of  located  mining  claims.  Camp- 
ing parties  and  others  on  the  reservation  will  be  allowed  the  use  of 
dead  or  fallen  timber  for  fuel  in  the  discretion  of  the  superintendent. 

5.  Fires  shall  be  lighted  only  when  necessary  and  completely 
extin^iislied  when  not  longer  req^uired.  The  utmost  care  must  bie 
exercised  at  all  times  to  avoid  settmg  fire  to  the  timber  and  grass. 

6.  Hunting  or  killing,  wounding  or  capturing,  any  bird  or  wild 
animal  on  the  park  lands,  except  aangerous  animals  when  necessary 
to  prevent  them  from  destroying  life  or  inflicting  an  injury,  is  pro- 
hibited. The  outfits,  including  guns,  traps,  teams,  horses,  or  means 
of  transi)ortation  used  by  persons  engaged  in  himting,  killing,  trap- 
ping, ensnaring,  or  capturing  such  birds  or  ^vild  animfitls,  or  in  posses- 
sion of  game  killed  on  the  park  lands  under  other  circumstances  than 
prescribed  above,  will  be  taken  up  by  the  superintendent  and  held 
subject  to  order  of  tlie  Secretary  of  the  Interior,  except  in  cases  where 
it  is  shown  by  satisfactory  evidence  that  the  outfit  is  not  the  property 
of  the  person  or  persons  violating  tliis  regidation,  and  the  actual 
owner  tliereof  was  not  a  party  to  such  violation.  Firearms  will  only 
be  permitted  in  the  park  on  written  permission  from  the  superintena- 
ent  thereof. 
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7.  Fishing  with  nets,  seines,  traps,  or  by  the  use  of  drugs  or  explo- 
iyes,  or  in  any  other  way  than  with  hook  and  line,  is  prohibited, 
^ishiiig  for  purposes  of  merchandise  or  profit  is  forbidden.  Fishing 
Day  be  prohibited  by  order  of  the  supenntendent  of  the  park  in  any- 
»f  the  waters  of  the  park,  or  limited  therein  to  any  specified  season  of 
he  year,  until  otherwise  ordered  by  the  Secretary  of  the  Interior. 

8.  No  jperson  will  be  permitted  to  reside  in,  or  to  engage  in  any 
•usiness  m  the  park  without  permission,  in  writing,  from  the  secretary 
f  the  Interior.  The  supenntendent  may  grant  authority  to  com- 
etent  persons  to  act  as  guides  and  revoke  the  same  in  his  discretion, 
nd  no  pack  train  shall  be  allowed  in  the  park  unless  in  charge  of  a 
luly  registered  guide. 

9.  The  herding  or  grazing  of  loose  stock  or  cattle  of  any  kind  on  the 
jovemment  lands  in  the  park,  as  well  as  the  driving  of  such  stock  or 
cattle  over  the  same,  is  strictly  forbidden,  except  in  such  cases  where 
autJiority  therefor  is  grauted  oy  the  superintendent. 

10.  The  sale  or  use  of  intoxicating  liquors  on  the  Government  lands 
in  the  park  is  strictly  forbidden. 

11.  Frivate  notices  or  advertisements  shall  not  be  posted  or  dis- 
played on  the  Grovemment  lands  within  the  reservation,  except  such 
as  may  be  necessary  for  the  convenience  and  guidance  of  the  public. 

12.  The  act  provides  that,  under  such  relations  as  the  Secretary 
of  the  Interior  may  prescribe,  the  reservation  shall  be  open  'Ho  the 
location  of  mining  claims  and  the  working  of  the  same."  It  was  not 
the  purpose  of  this  provision  to  extend  the  mining  laws  to  the  reserva- 
tion wimout  limitation,  but  only  to  authorize  the  location  and  work- 
ing of  mining  claims  thereon,  under  regulations  to  be  prescribed  by 
the  Secretary  of  the  Interior,  and  in  such  manner  as  not  to  interfere 
with  or  prejudicially  aflFect  the  general  purpose  for  which  the  reser- 
vation was  established.     It  is  therefore  prescribed: 

(a)  That  persons  desiring  to  locate  mming  claims  within  the  reser- 
vation shall  enroll  their  names  and  addresses  with  the  superintendent 
of  the  reservation,  and  shall  file  with  such  superintendent  a  descrip- 
tion, in  writing,  of  the  land  desired  to  be  located.  Thev  shall  also  me 
with  the  superintendent  evidence  that  they  are  severally  qualified  to 
make  locations  under  the  mining  laws,  and  before  entering  upon  the 
reservation  for  such  purpose  they  must  obtain  from  the  Secretary  of 
the  Interior  through  the  superintendent  a  written  permit  to  do  so. 
Such  permit  will  be  issued  only  upon  condition  that  the  applicant  or 
applicants  therefor,  while  upon  the  reservation,  will  not  destroy  or 
damage  any  game,  fish,  timber,  or  natural  object  therein,  and  will 
strict^  observe  and  comply  with  the  requirements  of  the  law  and 
tbeee  regulations. 

(6)  Lands  in  the  reservation  upon  which  valuable  deposits  of  min- 
eral shall  have  been  or  may  be  found  may  be  located  under  the  mining 
Laws  by  any  person  or  persons  duly  qualified  and  holding  a  permit 
such  as  js  dfescribed  in  me  preceding  paragraph,  and  such  person  or 
persons,  his  or  their  successor  or  successors  in  interest,  may  work  the 
claim  or  claims  so  located;  but  in  carrying  on  the  work  ne  or  they 
diall  in  all  respects  observe  and  comply  with  the  provisions  of  the 
statute  creating  the  reservation  and  with  these  regulations:  Projyided, 
That  such  person  or  persons  may,  as  the  proper  working  of  such  min- 
ing claim  or  claims  shall  require,  be  permitted  to  use,  for  miniiv  vr- 
poees,  such  timber  or  stone  found  upon  the  land  located  as  in  t!.  ^ 
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judgment  of  the  superintendent  may  be  so  used  without  injury  Qm:<^ 
damage  to  the  reservation  ''as  a  pubHc  park  or  pleasure  groimd;'*^^^ 
And  provided  Jurth^Ty  That  within  thirty  days  after  the  location  « 
any  mining  claim  upon  the  reservation,  and  before  development  worl 
thereon  shall  be  commenced,  a  copy  of  the  notice  of  location  shall  b 
filed  with  the  superintendent,  togetner  with  proof  satisfactorily  show — ^ 
ing  that  discovery  of  a  valuable  mineral  deposit  has  been  made  withintfiS 
the  limits  of  the  location,  and,  if  it  be  a  placer  location,  that  every 
lO-acre  tract  embraced  therein  has  been  round  to  contain  valuable 
deposits  of  mineral. 

(c)  The  statute  does  not  authorize  the  purchase  of  or  the  acquisi- 
tion of  the  legal  title  to  lan^ls  located  as  mineral  claims  within  the 
reservation.  The  rights  of  the  locator  or  locators,  therefore,  will  be 
at  all  times  subject  to  forfeiture  upon  breach  of  any  of  the  conditions 
mentioned  id  the  permit  herein  provided  for,  or  upon  r^usal  or  failure 
to  comply  with  any  of  the  provisions  of  the  statute  or  of  these  regu- 
lations. 

(d)  Upon  breach  of  any  such  conditions^  or  upon  refusal  or  failure 
to  comply  in  all  respects  with  the  provisions  of  the  statute  and  of 
these  regulations,  or  where  locators  of  mining  claims  do  not  appear  to 
be  acting  in  good  faith,  or  who  after  location  do  not  work  then*  claims 
in  such  manner  as  to  show  good  faith  in  the  assertion  thereof,  the 
superintendent  will  revoke  their  permits,  forthwith  remove  them  from 
the  reservation,  and  report  the  facts  to  the  Secretary  of  the  Interior. 

13.  Persons  who  render  themselves  obnoxious  by  disorderly  con- 
duct or  bad  behavior,  or  who  may  violate  any  of  the  foregoing  rules, 
may  be  summarily  removed  from  the  park  and  will  not  be  allowed  to 
return  without  permission,  in  writing,  from  the  Secretary  of  the  Inte- 
rior or  the  superintendent  of  the  pa^. 

14.  The  superintendent  designated  by  the  Secretary  is  hereby 
authorized  and  directed  to  remove  all  trespassers  from  the  park  and 
enforce  these  rules  and  regulations  and  all  the  provisions  of  the  act  of 
Congress  aforesaid. 

Thos.  Ryan, 
Acting  Secretary  of  the  Interior. 


imfoukdmo  and  disposition  of  loose  live  stock  found  in  the  cbatbb 

lake  national  pabk. 

Department  of  the  Interior, 

Washingtony  D,  C,  August  27 y  1902, 

Horses,  cattle,  or  other  domestic  live  stock  miming  at  large  or  being 
herded  or  grazed  on  the  Government  lands  in  the  Crater  L^e 
National  Park  without  authority  from  the  superintendent  of  the  park 
will  be  taken  up  and  impounded  by  the  superintendent,  who  wfll  at 
once  give  notice  thereof  to  the  owner,  if  known.  If  the  owner  is  not 
known,  notices  of  such  impounding,  giving  a  description  of  the  ani- 
mal or  animals,  with  the  brands  thereon,  will  be  posted  in  six  public 
places  inside  the  park  and  in  two  public  places  outside  the  park.  Any 
owner  of  an  animal  thus  impounded  may,  at  any  time  before  the  safe 
thereof,  reclaim  the  same  upon  proving  ownership  and  paying  the 
cost  of  notice  and  all  expenses  incident  to  the  taking  up  ana  detention 
of  such  animal,  including  the  cost  of  feeding  and  caring  for  the  same. 
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f  any  animal  thus  impounded  shall  not  be  reclaimed  within  thirty 
ays  from  notice  to  the  owner  or  from  the  date  of  posting  notices,  it 
ball  be  sold  at  public  auction  at  such  time  and  place  as  may  be  fixed 
7  the  superintendent  after  ten  days'  notice,  to  be  given  by  posting 
otices  in  six  public  places  in  the  park  and  two  pubuc  places  outside 
le  park,  and  Dy  mailing  to  the  owner,  if  known,  a  copy  thereof. 

Ail  money  received  from  the  sale  of  such  animals  and  remaining 
Pter  the  payment  of  all  expenses  incident  to  the  taking  up,  impound- 
ig,  and  semng  thereof  shall  be  carefully  retained  by  the  supenntend- 
nt  in  a  separate  fund  for  a  period  of  six  months,  during  which  time 
le  net  proceeds  from  the  saie  of  any  animal  may  be  clauned  by  and 
aid  to  the  owner  upon  the  presentation  of  satisfactory  proof  or  own- 
nship;  and  if  not  so  claimea  within  six  months  from  the  date  of  sale 
ich  proceeds  shall  be  turned  into  the  Crater  Lake  National  Park 
md. 

The  superintendent  shall  keep  a  record  in  which  shall  be  set  down  a 
escription  of  all  animals  impounded,  giving  the  brands  fouifd  on 
lem,  the  date  and  locality  of  tne  taking  up,  the  date  of  all  notices  and 
lanner  in  which  they  were  given,  the  date  of  sale,  the  name  and 
ddress  of  the  purchaser,  the  amount  for  which  each  animal  was  sold 
ad  the  cost  incurred  in  connection  therewith,  and  the  disposition  of 
leproceeds. 

Tne  superintendent  will,  in  each  instance,  make  every  reasonable 
Bfort  to  ascertain  the  owner  of  animals  impounded  and  to  give  actual 
otice  thereof  to  such  owner. 

Thos.  Ryan, 

Acting  Secretary. 


MOinf T  RAINIER  NATIONAL  FARE.. 

Department  of  the  Interior, 
WdshingtoUy  D.  C,  August  1,  190S. 

Pursuant  to  the  authority  v«ted  in  the  Secretary  of  the  Interior  by 
de  act  of  Congress  approved  March  2,  1899,  setting  aside  a  portion  of 
srtain  lands  in  the  State  of  Washington  as  a  public  park  for  the  bene- 
t  and  enjoyment  of  the  people,  and  to  be  Imown  and  designated  as 
[ount  Rainier  National  Park,  it  is  hereby  ordered  that — 

1.  No  person  shall  cut,  break,  remove,  unpair,  or  interfere  with  any 
i-ees,  shrubs,  plants,  growing  timber,  curiosities,  wonders,  or  other 
bjects  of  interest  on  the  Government  lands  in  the  park,  and  all  of  the 
ime  shall  be  retained  in  their  natural  condition.  Camping  parties 
ill  be  allowed  to  use  dead  or  fallen  timber  for  fuel,  but  nres  snail  be 
ghted  only  when  necessary  and  completely  extinguished  when  no 
►nger  required. 

2.  The  nunting  or  killing,  wounding  or  capturing  of  any  bird  or 
ild  animal  on  tne  Government  lands  in  the  park,  except  aano:erous 
oimals  when  necessarv  to  prevent  them  from  destroying  life  or  inflict- 
ig  an  injury  is  prohibited.  Firearms  will  only  be  permitted  in  the 
)servation  on  tne  written  permission  of  the  acting  superintendent 
lereof . 

'  3.  Fishing  in  the  waters  within  the  park  with  nets,  seiues,  traps,  or 
le  use  of  dnigs  or  explosives,  or  in  any  other  way  than  with  hook  and 
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line,  is  prohibited.     Fishing  for  purposes  of  merchandise  or  profit  is 
forbidden  by  law. 

4.  No  person  will  be  permitted  to  reside  peimancntly  or  to  engage 
in  any  business  in  the  park,  except  as  hereinafter  provided  without 
permission  in  writing  from  the  Secretary  of  the  Interior. 

5.  The  lands  in  the  park  are  subject  to  the  operation  of  the  mineral 
land  laws  of  the  United  States,  but  prospectors  or  miners  shall  not  be 
permitted  to  injure  or  destroy  or  interfere  with  the  retention  in  their  -r 
natural  condition  of  any  timber,  mineral  de]>osits,  natural  curiosities,  .^ 
or  wonders  within  said  park  outside  the  boundaries  of  their  respective^ 
mining  claims  duly  located  and  held  under  the  mining  laws. 

6.  The  herding  or  grazinjg  of  loose  stock  or  cattle  of  any  kind  within^: 
the  park,  as  well  as  me  driving  of  such  stock  or  cattle  over  the  roads^ 
of  the  park,  is  strictly  forbidden,  except  in  such  cases  where  authority^ 
therefor  is  panted  by  the  Secretary  of  the  Interior. 

7.  No  drmking  saloon  or  barroom  will  be  permitted  on  the  Govern — 
ment*lands  withm  the  limits  of  the  park. 

8.  Private  notices  or  advertisements  shall  not  be  posted  or  dii 
played  on  the  Government  lands  within  the  park,  except  such  as  ma] 
fee  necessary  for  the  convenience  and  guidance  of  the  public,  upoi 
buildings  on  leased  ground. 

9.  Persons  w^ho  render  themselves  obnoxious  by  disorderly  conduct^ 
or  bad  behavior,  or  who  violate  this  order,  will  be  summarily  removed  J 
from  the  park,  and  will  not  be  allowed  to  return  without  permission,  ^ 
in  writing,  from  the  Secretary  of  the  Interior  or  acting  superintendent— = 
of  the  park. 

10.  The  acting  superintendent  of  the  park  is  authorized  and 
directed  to  remove  all  trespassers  from  the  reservation  and  enforce 
the  provisions  of  this  order  and  of  the  act  of  Congress  aforesaid. 

Thos.  Ryan, 
Acting  Secretary  of  the  Interior, 


RULES  AND  REOULATIOHS  FOR  THE  OOVSRHMEHT  OF  ALL  BATH  HOUSES 
RECEIVING  HOT  WATER  FROM  THE  UNITED  STATES  RESERVATION  AT 
HOT  8PRIN08,  ARK. 

(Promulgated  October  31,  1904.) 

The  superintendent  of  the  Hot  Springs  Reservation  is  directed  to 
enforce  a  prompt  and  faithful  compliance  with  the  following  rules: 

Rule  1 . — No  bath  house  or  hotel  shall  be  supplied  with  more  than 
enough  water  for  forty  tubs  of  the  usual  size,  and  vapor  baths  when 
especially  agreed  upon,  and  then  only  for  so  much  hot  water  as  said 
vapor  baths  absolutely  require  when  used  economically. 

Itule  2, — The  constant  now  of  hot  water  for  vapor  or  other  baths, 
even  during  business  hours,  or  the  unnecessary  waste  of  water  in  any 
manner,  is  strictly  prohibited,  and  will,  if  continued  after  writt^ 
notice  from  the  superintendent  to  stop  such  waste  of  water,  be  con- 
sidered by  the  Department  sufficient  grounds  for  the  cancellation  of 
the  lease  of  such  offending  lessee. 

Rule  3. — Rentals  shall  be  paid  cjuartcrlyin  advance,  at  the  office  of 
the  superintendent,  and  if  not  paid  within  five  days  from  the  begin- 
ning of  each  quarter,  the  supply  of  water  will  be  cut  off. 
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i. — The  charge  for  bathe  at  the  different  bath  houses  shall  be  at 
3S  fixed  by  the  Secretary  of  the  Interior,  and  no  bath  tickets 
\  sold  for  more  than  Baid  rate,  and  then  only  to  such  persons  as 
to  actually  use  them  for  bathing.     No  bath  or  hath  ticket  shall 

except  at  the  office  of  the  bath  house  where  the  dame  is  to  be 
fused,  and  tickets  must  show  the  date  when  issued,  the  serial 
',  the  number  of  baths  for  which  issued,  the  full  name  of  the 
KT,  and  the  amount  paid  therefor.  Bath  tickets  shall  be 
able  for  the  same  proportionate  price  for  which  they  were  sold, 
iresented  by  the  ordinal  purchaser,  provided  that  when  less 
Ten  baths  Have  been  taken  on  any  ticket  presented  for  redemp- 
e  bath  house  may  charee  the  rate  for  single  baths  for  the  num- 
jaths  taken  on  said  ticlcet,  No  bath  ticket  or  parts  of  tickets 
)  reissued  after  being  redeemed.  The  issue  of  complimentary 
!kets  must  not  exceed  5  per  cent  of  the  number  of  tickets  sold 
bath  house  during  the  last  fiscal  year.  The  renting  and  selling 
,  robes,  towels,  soap,  toilet  articles,  or  articles  of  merchandise 

houses  is  prohibited. 

5. — The  owners  or  managers  of  bath  houses  receiving  water 
le  Hot  Springs  Reservation,  or  the  employees  of  any  such  bath 

are  absolutely  prohibited  from  either  directly  or  indirectly 
ig  on  or  queationine  the  integrity  of  the  hot  water  supply  of 
ler  bath  house,  or  or  claiming  superiority  of  its  own  supply  of 
ter  over  that  fiimblied  from  the  springs  on  the  reservation  to 
ath  houses.  Upon  evidence  of  violation  of  such  rule  the  super- 
■nt  shall  report  the  facts,  with  his  recommendation,  to  the  Sec- 
of  the  Interior,  looking  to  the  shutting  off  of  the  water  from 
th  house  or  canceling  the  lease  as  the  Department  may  deter- 

6. — Bathhouse  at  tendants  shall  be  allowed  to  charge  not  exceed- 
ientsforasinglebath,  $1  per  week,  or  $:!  per  course  of  21  baths; 
rollected  for  the  attendant  by  the  bath  house  manager  and 
y  accounted  for  by  him  to  the  attendant.  The  services  of  the 
ints  sliall  include  all  the  necessities  of  the  bath,  except  fiimish- 
owels  and  bath  robes,  laundering  bath  robes,  rubbing  mercury, 
idling  helpless  invalids.  They  shall  be  required  to  keep  them- 
n  a  neat  and  cleanly  condition,  both  in  person  and  in  dress,  and 
I  required  to  make  good  any  damage  accruing  from  breakage 
Bct  of  duty.  It  shall  be  optional  with  the  bather  whether  he 
"  attendants  or  not.  Attendants  removed  for  cause  from  one 
Rise  bv  the  manager  thereof  sliall  not  be  reemployed  therein  or 
iiitteif  to  render  service  in  another  bath  house  without  the 
al  of  the  superintendent  of  the  reservation. 
7. — The  payment  of  any  sums  of  money  or  anj-thing  of  value, 
directly  or  indirectly,  by  anv  bath  house  owner,  manager, 
ir  attendant  as  compensation  for  drumming  customers  to  any 
Quse,  or  allowing  public  drummers,  drumming  doctors,  hotel 
rding-house  proprietors  who  are  drummers,  or  persttns  who 
ith  them  as  insifte  men,  to  bring  persons  or  show  them  through, 
iter  in  or  about  anv  bath  house,  is  positively  forbidden.  Upon 
!e  of  violation  of  tliiw  rule  the  superintendent  shall  report  the 
I'ith  his  reeommendation,  to  the  Secretary  of  the  Interior,  lonk- 
he  shutlii^  off  of  the  water  from  any  bath  house  or  canceling 
w,  as  the  Department  may  determine. 
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Rule  8. — ^The  lessee  of  each  bath  house  shall  cause  to  be  kept  a  full 
and  correct  register  of  each  single  bath  given,  the  number  and  kind 
of  bath  tickets  sold,  the  number  of  complimentary  tickets  issued  each 
day,  and  shall  make  a  full  and  complete  written  report  of  the  sam» 
to  the  superintendent  on  the  1st  day  of  each  montn,  together  with_ 
any  information  he  may  have  showing  a  violation  of  the  oath  houses 
rules  and  regulations  wnich  may  be  susceptible  of  proof. 

Rule  9, — ^All  bath  houses  receiving  deposits  of  jewelry,  money,  orm 
other  valuables  from  bathers  must  provide  means  satisfactory  to  th 
superintendent  of  the  reservation  for  the  safe-keeping  thereof.  It  i 
to  be  imderstood,  however,  that  the  Government  assumes  no  respon— - 
sibilitj  in  the  premises.  All  losses  must  be  promptly  reported  to  th^ 
superintendent. 

Rule  10, — No  bath  house  supplied  with  hot  water  from  the  Ho^' 
Springs  Reservation  shall  permit  any  person  to  bathe  therein  w^ho  i^ 
under  medical  treatment  unless  the  applicant  for  baths  presents  satis— ^ 
factory  evidence  that  he  or  she  is  the  patient  of  a  physician  duly  reg — ■' 
istered  at  the  office  of  the  superintendent  of  the  reservation  as  on 
qualified  to  prescribe  the  waters  from  the  Hot  Springs  and  who 
known  not  to  engage  in  drumming  for  custom. 

The  violation  of  this  rule  by  the  owner,  manager,  or  any  employ 
of  bath  houses  receiving  hot  water  from  the  reservation  will  re^ulti 
in  the  cutting  off  of  the  water  from  the  bath  house  or  the  canceU 
of  the  lease,  as  the  Department  may  determine. 

Rule  11. — Physicians  desiring  to  prescribe  the  waters  of  the  Hot^ 
Springs,  either  internally  or  through  the  medium  of  the  baths,  musts 
first  be  registered  at  the  office  of  the  superintendent  of  the  reserva — 
tion.     Registration  will  only  be  accorded  such  physicians  as  are^ 
found,  by  a  board  designated  by  the  Secretary  of  the  Interior,  to^ 
have  proper  professional  qualifications  and  character  and  who  do  not- 
engage  in  drumming  for  custom.     No  physician  who  shall  engage  in_ 
the  solicitation  of  patronage  through  the  medium  of  drummers  or 
otherwise  shall  be  or  remain  registered.     In  case  any  person  who,  in, 
violation  of  these  regulations,  bathes  or  attempts  to  bathe,  or  enters 
or  attempts  to  enter  upon,  the  Hot  Spiings  Reservation  to  bathe, 
shall  have  the  permit  of  a  physician  therefor,  such  physician  shall  be 
liable  to  the  penalties  provided  in  the  act  of  April  20,  1904,  unless  he 
is  regularly  registered,  but  the  bather  or  the  person  attempting  to 
bathe  shall  not  be  Uable  to  the  penalties  of  said  act,  unless  it  shall  be 
made  to  appear  that  he  knew  or  had  reason  to  believe  that  the  phy- 
sician giving  Mm  the  permit  to  bathe  was  not  regularly  registered. 

Rvle  12. — Persons  violating  any  of  the  foregoing  regulations  within 
the  purview  of  the  act  of  April  20,  1904,  entitled  ''An  act  conferring 
jurisdiction  upon  United  States  commissioners  over  offenses  com- 
mitted in  a  portion  of  the  permanent  Hot  Springs  Mountain  Reser- 
vation, Arkansas,''  will  be  deemed  guilty  of  a  misdemeanor,  and  be 
subjected  on  conviction  to  the  payiiient  of  a  fine,  as  provided  in  said 
act  of  April  20,  1904,  of  not  exceeding  $100,  and  be  adjudged  to  pay 
all  costs  of  the  proceeding. 

Rule  13. — ^All  bath  houses  shall  be  kept  in  a  ne  it,  cleanly,  and 
sanitary  condition,  and  all  sewage  and  waste  wat  :  properly  con- 
ducted away,  and  all  underdrainage  kept  in  per  ct  order.  The 
water-closets  shall  have  sufficient  and  free  connectii/^  with  the  pub- 
He  sewers  and  be  kept  in  the  best  order  and  with  the  best  plumbing 
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furnishings  and  appliances.  Lessees  of  bath  houses  on  the  perma- 
nent reservation  shall,  under  direction  of  the  superintendent,  culti- 
vate and  maintain  a  part  of  the  bath  house  park  Jn  front  of  their 
respective  bath  houses,  the  space  for  each  to  cultivate  to  be  allotted 
by  the  superintendent. 

RtUe  14' — ^Each  bath  house  manager,  clerk,  and  attendant  shall  be 
required  to  have  a  full  and  complete  understanding  of  the  bath  house 
rules  and  regulations  before  entering  upon  his  duties.  The  superin- 
tendent is  authorized  to  require  the  discharge  of  any  bath  nouse 
manager,  clerk,  or  attendant  for  bath  house  drumming  or  refusing  or 
neglecting  to  carry  out  the  bath  house  rules  and  regulations  accord- 
ing to  the  true  intent  and  meaning  thereof,  and  when  so  discharged 
shall  not  be  employed  again  by  the  same  or  any  other  bath  house 
without  the  written  consent  of  the  superintendent. 

A  neatly  framed  copy  of  the  rules  and  regulations  now  in  force, 
together  with  the  prices  of  baths  and  attendant's  fees,  both  sepa^ 
rately  and  combined,  printed  in  large  black  type  on  white  cardboard, 
ahidl  be  conspicuously  posted  in  the  office  of  each  bath  house. 

Martin  A.  Eisele, 
Superintendent  of  the  Hot  Springs  Reservation. 

Department  of  the  Interior, 

October  SI,  1904. 
Approved : 

E.  A.  HrrcHCOCK,  Secretary. 


Regulatioru  and  application  for  baths  at  the  Government  free  bath  house  at  Hot  Springs, 

Ark. 

Department  op  the  Interior, 

Hot  Springs  Reservation. 

PeiBons  desiring  to  use  the  froo  baths  are  required  to  anawer  the  following  ques- 
tions, in  writing,  and  sign  the  Hame,  giving  full  naiue: 

Name Town County State Present  address  in 

Hot  Springs:  Street ,  No Native  of  what  country Age. .' .  .years. 

Have  you  a  family? How  many  in  family? Occupation Are  you 

able  to  work? Are  you  employed  now? By  whom? In  what 

capacity? Do  you  wish  to  bathe  for  your  health? With  what  disease  are 

you  amicted? How  long  afflicted? By  what  physician  are  you  being 

treated? Do  you  own  any  real  estate? What  is  the  value  of  your 

personal  property?    $ How  much  money  have  you?    $ The  act  of 

Congress  approved  December  16,  1878  (20  Stat.,  258),  restricts  the  use  of  free  baths 
to  tne  indigent;  in  other  words,  to  persons  who  are  poor,  needy,  in  want,  or  without 
means  of  comfortable  subsistence.     Do  you  regard  yourself  as  an  indigent  person? 

Persons  accepting  and  using  these  baths  arc  roouired  to  report  to  tne  manager  once 
each  week  whether  they  are  being  benefited  by  tne  baths  or  not,  and  also  when  they 
discontinue  bathing. 

[seal.] 

Hot  Spaings,  Ark,, 190.. 
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UKIFOBU  RULES  AHD  REOULATIOHS  PRESCRIBED  BT  THE  SECRETARIES  07 
THE  INTERIOR,  AORICXTLTURE,  AHD  WAR  TO  CARRY  OUT  THE  FR0YI8I0K8  OF 
THE  "ACT  FOR  THE  PRESERVATION  OF  AMERICAN  ANTiaUITIES,*'  APPROVED 
JUNE  8,  1906. 


1 


1.  Jurisdiction  over  ruins,  archseological  sites^  historic  and  prehis- 
toric monuments  and  structures,  objects  of  antiquity,  historic  land- 
marks, and  other  objects  of  historic  or  scientific  interest,  shall  b 
exercised  under  the  act  by  the  respective  Departments  as  follows: 

By  the  Secretary  of  Agriculture  over  lands  within  the  exterio 
limits  of  forest  reserves,  by  the  Secretary  of  War  over  lands  withirzzz^ 
the  exterior  limits  of  military  reservations,  by  the  Secretary  of  th 
Interior  over  all  other  lands  owned  or  controlled  by  the  Government 
of  the  United  States,  provided  the  Secretaries  of  War  and  Agricul- 
ture may  by  agreement  cooperate  with  the  Secretary  of  the  InterioKi 
in  the  supervision  of  such  monuments  and  objects  covered  by  the  act" 
of  June  8,  1906,  as  may  be  located  on  lands  near  or  adjacent  to  forest" 
reserves  and  military  reservations,  respectively. 

2.  No  permit  for  the  removal  of  any  ancient  monument  or  stni 
ture  which  can  be  permanently  preserved  under  the  control  of  th^i»  Je 
United  States  in  situ,  and  remain  an  object  of  interest,  shall  b^^  e 
granted. 

.3.  Permits  for  the  examination  of  ruins,  the  excavation  of  archseo 

logical  sites,  and  the  gathering  of  objects  of  antiquity  will  be  granted        t 

by  the  respective  Secretaries  naving  jurisdiction,  to  reputable  muse 

urns,  universities,  colleges,  or  other  recognized  scientific  or  educa 
tional  institutions,  or  to  their  duly  authonzed  agents. 

4.  No  exclusive  permits  shall  be  granted  for  a  larger  area  than  tb 

applicant  can  reasonably  be  expected  to  explore  fully  and  systemat ' 

ically  within  the  time  limit  named  in  the  permit. 

5.  Each  application  for  a  permit  should  be  filed  with  the  Secretary — ' 
having  jurisdiction,  and  must  be  accompanied  by  a  definite  outline  of^ 
the  proposed  work,  indicating  the  name  of  the  institution  making  th^ 
request,  the  date  proposed  for  beginning  the  field  work,  the  length.  oT 
time  proposed  to  be  devoted  to  it,  and  the  person  who  will  have 
immeuiate  charge  of  the  work.     The  application  must  also  contain 
an  exact  statement  of  the  character  of  the  work,  whether  examina- 
tion, excavation,  or  gathering,  and  the  public  museum  in  which  the 
collections  made  unoer  the  permit  are  to  be  permanently  preserved. 
The  application  must  be  accompanied  by  a  sketch  plan  or  description 
of  the  particular  site  or  area  to  be  examined,  excavated,  or  searched, 
so  definite  that  it  can  be  located  on  the  map  with  reasonable  accuracy. 

6.  No  permit  will  be  granted  for  a  period  of  more  than  tEree  jears, 
but  if  the  work  has  been  diligently  j^rosecuted  under  the  penmt,  the 
time  may  be  extended  for  proper  cause  upon  application. 

7.  Failure  to  begin  work  under  a  permit  witnin  six  months  after  it 
is  granted,  or  failure  to  diligently  prosecute  such  work  after  it  has 
been  begun,  shall  make  the  permit  void  without  any  order  or  pro- 
ceeding by  the  Secretary  having  jurisdiction. 

8.  Applications  for  permits  shall  be  referred  to  the  Smithsonian 
Institution  for  recommendation. 

9.  Kvery  permit  shall  be  in  writing  and  copies  shall  be  transmitted 
to  the  Simthsonian  Institution  and  the  field  officer  in  charge  of  the 
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land  involved.    The  permittee  will  be  furnished  with  a  copy  of  these 
rules  and  regulations. 

10.  At  the  close  of  each  season's  field  work  the  permittee  shall  re- 
port in  dupUcate  to  the  Smithsonian  Institution,  in  such  form  as  its 
Secretary  may  prescribe,  and  shall  prepare  in  duplicate  a  catalogue  of 
the  collections  and  of  the  photographs  made  during  the  season,  indi- 
cating therein  such  material,  u  any,  as  may  be  available  for  ex- 
change. 

1 1.  Institutions  and  persons  receiving  permits  for  excavation  shall, 
after  the  completion  or  the  work,  restore  the  lands  upon  which  they 
Iiave  worked  to  their  customary  condition,  to  the  satisfaction  of  the 
field  officer  in  charge. 

12.  All  permits  shall  be  terminable  at  the  discretion  of  the  Serce- 
tary  having  jurisdiction. 

13.  The  field  officer  in  charge  of  land  owned  or  controlled  by  the 
Government  of  the  United  States  shall,  from  time  to  time,  inquire 
and  report  as  to  the  existence,  on  or  near  such  lands,  of  ruins  and 
archaeological  sites,  historic  or  prehistoric  ruins  or  monuments, 
objects  of  antiquity,  historic  landmarks,  historic  and  prehistoric 
structures,  and  other  objects  of  historic  or  scientific  interest. 

14.  The  field  officer  in  charge  may  at  all  times  examine  the  permit 
of  any  person  or  institution  claimmg  privileges  granted  in  accord- 
ance with  the  act  and  these  rules  ana  regulations,  and  may  fully 
examine  all  work  done  under  such  permit. 

1 5.  All  persons  duly  authorized  oy  the  Secretaries  of  Agricxilture, 
War,  and  Interior  may  apprehend  or  cause  to  be  arrested,  as  provided 
in  the  act  of  February  6,  1905  (33  Stat.  L.,  700),  any  person  or  per- 
sons who  appropriate,  excavate,  injure,  or  destroy  any  historic  or 
prehistoric  ruin  or  monument,  or  any  object  of  antiquity  on  lands 
under  the  supervision  of  the  Secretaries  of  Agriculture,  War,  and 
Interior,  respectively. 

16.  Any  object  of  antiquity  taken,  or  collection  made,  on  lands 
owned  or  controlled  bv  the  United  States,  without  a  permit,  as  pre- 
scribed by  the  act  ana  these  rules  and  regulations,  or  there  taken  or 
made,  contrary  to  the  terms  of  the  permit,  or  contrary  to  the  act  and 
these  rules  and  regulations,  may  be  seized  wherever  found  and  at 
any  time,  by  the  proper  field  officer  or  by  any  person  dxily  authorized . 
by  the  Secretary  having  jurisdiction,  and  disposed  of  as  the  Secre- 
tary shfdl  determine,  by  aeposit  in  the  proper  national  depository  or 
otherwise. 

17.  Every  collection  made  imder  the  authority  of  the  act  and  of 
these  rules  and  regulations  shall  be  preserved  in  the  public  museum 
designated  in  the  permit  and  shall  be  accessible  to  tne  pubUc.  No 
such  collection  shall  be  removed  from  such  public  museum  without 
the  written  a;ftthority  of  the  Secretary  of  the  Smithsonian  Institution, 
and  then  only  to  another  public  museum,  where  it  shall  be  accessible 
to  the  public;  and  when  any  public  museum,  which  is  a  depository  of 
any  collection  made  imder  tne  provisions  of  the  act  and  these  rules 
and  regulations,  shall  cease  to  exist,  every  such  collection  in  such 

Eublic  museum  shall  thereupon  revert  to  the  national  collections  and 
e  placed  in  the  proper  national  depository. 

8.  Doc.  396,  59-2,  pt  1 21 
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Washington,  D.  C,  December  28,  1908. 

The  foregoing  rules  and  regulations  are  hereby  approved  in  tripli- 
cate and,  under  authority  conferred  by  law  on  me  Secretaries  of  thi 
Interior,  Aj^culture,  and  War,  are  hereby  made  and  established,  tc 
take  ^ect  immediately. 

E.  A.  EtocHcooK, 

Secretary  of  the  Interior. 

James  Wilson. 

Secretary  of  Agriculture. 
Wm.  H.  Taft, 

Secretary  of  War. 


REGULATIONS  OF  THE  GOVERNMENT  HOSPITAL 
FOR  THE  INSANE. 


GOVERNMENT  HOSPITAL  FOR  THE  INSANE. 


ULBS  OOYEBNnrO  THE  SUPSBIHTEKDEHT  DT  THE  WITHDBAWALOF  FUNDS 
7B0K  THE  UiriTED  STATES  TREA8UST,  DEPOSITED  BT  THE  SUPEBIHTEKDEHT 
AS  AGENT,  BELONOnrO  TO  INMATES  OF  THE  HOSPITAL,  THE  SAKE  BEINO 
UNDES  ACT  APPBOVED  JITLT  1,  1S9S. 

1.  The  superintendent  shall  give  a  separate  bond  as  agent  in  the 
^sum  of  $5,000  with  sureties  satisfactory  to  the  Secretary  of  the 
^Interior  for  the  faithful  custody  and  disbursement  of  all  funds  received 
\}j  him  as  agent. 

2.  He  shall  keep  in  books,  subject  at  all  times  to  the  inspection  of 
the  proper  officieus,  a  separate  account  with  each  patient  having 
money  on  deposit,  showmg  amount  received,  expended,  and  the 
balance  of  eacn. 

3.  He  shall  deposit  in  the  United  States  Treasury,  in  his  name  as 
agent,  not  later  than  at  the  end  of  each  month,  all  funds  now  in  Ins 
hands  or  which  may  hereafter  be  intrusted  to  him  by  or  for  the  use 
of  patients,  which  snail  be  kept  as  a  separate  account. 

4.  He  is  authorized  to  draw  therefrom,  on  his  order,  from  time  to 
time,  for  the  use  of  such  patients,  not  to  exceed  for  any  one  patient 
the  amount  intrusted  to  the  superintendent  on  account  of  such 
patient. 

5.  He  shall,  on  or  before  the  15th  of  each  month,  render  a  certified 
statement  (in  duplicate)  to  the  Secretary  of  the  Interior  showing  the 
state  of  this  fund  at  the  close  of  the  preceding  month,  together  with  a 
detailed  statement  giving  the  individual  amounts  received  and  ex- 
pended on  account  of  each  patient,  the  duplicate  statement  to  be 
rorwarded  to  the  Auditor  of  tne  Treasury  for  the  Interior  Department 
for  verification  and  file  in  his  office. 

6.  He  may,  subject  to  the  limitations  of  the  law,  draw,  as  such 
agent,  within  the  penalty  of  his  bond,  such  sums  as  in  his  judgment 
may  be  necessary  for  the  use  of  individual  patients^  either  by  check 
for  minor  payments  or  a  check  stating  on  the  margm  on  whose  indi- 
vidual account  it  is  drawn,  either  as  a  final  payment  or  as  a  major 
advance  on  his  account  on  deposit. 

Respectfully  submitted. 

W.  W.  Godding,  Superintendent. 

Department  of  the  Intebiob,  Septemher  £6, 1898. 

Approved: 

C.  N.  Bliss,  Secretary. 
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BY-LAWS  AVD  BULBS  AVD  BBOVLATIOVS  OF  THB  BOABD  OF  YISITOBS  OF  TEE 

OOYEBBMBHT  HOSFITAL  FOB  THB  IHSABB,  1000. 

BY-LAWS. 

ORGANIZATION,   MEBTIN08,   AND  DUTIES  OF  THB  BOABD  OT  YISITOBS. 

1.  The  Board  of  Visitors  shall,  at  their  annual  meeting,  elect  one 
of  their  number  president,  who  shall  preside  at  their  meetings  for  one 
year,  or  until  a  successor  is  elected. 

2.  In  the  absence  of  the  president  from  a  meeting  of  the  board,  the^ 
members  present  shall  elect  one  of  their  number  to  preside. 

3.  A  majority  of  the  board  shall  constitute  a  quorum. 

4.  There  shall  be  two  regular  meetings  of  the  board  at  the  hospitaL 
in  every  year,  the  annual  meeting,  at  which  the  annual  report  to  th 
honorable  Secretary  of  the  Intenor  will  be  considered,  to  oe  held  oi 
the  first  Tuesday  in  October,  and  the  semiannual  meeting,  to  be  helcL. 
on  the  first  Tuesday  in  April.    In  case  of  failure  to  secure  a  quorum  oub 
either  of  the  dates  mentioned,  the  members  present  shall  adjourn  Uam 
such  date  and  place  aswill  enable  a  majority  of  the  board  to  be  presents 
The  board  may  also  adjourn  for  any  shorter  period  than  imtil  th^ 
next  regular  meeting.     Special  meetmgs  shall  be  called  by  the  sec-> 
retary  upon  the  request  of  the  president  of  the  board,  the  chairmao 
of  the  executiye  committee,  or  any  two  of  the  visitors. 

5.  The  superintendent  is  ex  officio  secretary  of  the  board.  He 
shall  attend  all  meetings,  keep  an  accurate  record  of  the  proceedings, 
and  notify  each  member  of  the  board  of  all  authorized  meetings  ana 
of  their  regular  detail  for  inspection. 

6.  An  executive  committee,  to  consist  of  three  members  of  the 
board,  shall  be  elected  at  the  annual  meeting  to  serve  for  one  year  or 
until  their  successors  are  elected.  This  committee  shall  carefully 
examine  and  audit  the  accounts  of  the  superintendent,  in  his  capacity 
as  disbursing  officer  of  the  hospital,  monthly,  on  or  before  the  lOth  of 
each  month.  They  shall  approve  and  sign  the  schedule  of  these 
accounts  before  it  is  presented  to  the  honorable  Secretary  of  the 
Interior. 

7.  It  shall  be  the  duty  of  the  board  at  each  stated  meeting  to  inspect 
and  determine  the  condition  of  the  hospital  as  far  as  practicable,  and 
to  hear  all  complaints  from  either  patients  or  employees  which  may 
come  to  their  knowledge. 

8.  At  each  annual  meeting  of  the  board  the  president  shall  desig- 
nate a  visiting  committee  ox  three  members  for  each  month  of  the 
fiscal  year,  except  those  in  which  the  stated  meetings  are  held,  and  it 
shall  be  the  duty  of  these  committees  to  visit  and  inspect  the  hospital 
on  the  first  Tuesday  of  each  month  in  which  it  is  not  inspectea  by 
the  board. 

9.  The  secretary  shall  have  a  roster  of  these  visiting  committees 

{printed  and  fumisned  to  each  member,  and  the  date  of  tne  inspection 
or  any  month  may  be  changed  on  the  request  of  any  member  of  the 
visiting  committee  for  that  month  who  may  be  imable  to  attend  at 
the  date  designated. 

10.  The  visiting  committee  for  any  month  may  make  special  and 
unannounced  inspections  as  they  may  deem  advisable. 

1 1 .  The  result  of  every  inspection  will  be  carefully  and  fully  entered 
upon  a  book  of  record  of  inspections  provided  for  that  purpose,  stating 
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in  detafl  the  particular  character  of  the  inspection  made  and  the  por- 
tions of  the  hospital  examined.  'Every  delect  or  error  noted  shall  be 
recorded  with  the  recommendations  made  for  its  correction,  and  copy 
of  such  report  forwarded  to  the  Secretary  of  the  Interior. 

12.  So  nir  as  practicable  this  insptection  shall  include  the  condition 
And  care  of  the  persons  of  the  patients,  the  condition  of  the  wards 
and  the  various  detached  builduigs  occupied  by  patients,  including 
the  heating,  ventilation,  and  plumbing,  and  the  character  of  the 
house  furnishings,  the  character  and  sufficiency  of  the  food  supply, 
and  t^  method  of  its  preparation  and  distribution,  the  quality  and 
extent  of  the  supply  of  water,  and  the  condition  of  the  laundry, 
kitchens,  shops,  and  the  farm,  garden,  and  cemetery. 

13.  The  omce  of  visitor  being  bonoraiv  and  without  compensa^on, 
the  superintendent  will  furnish  means  ot  conveyance  to  and  from  the 
bo^ital  for  all  the  meetings  either  stated  or  special  and  for  the 
members  of  the  visiting  conmiittees  at  the  times  designated,  or  for 
any  member  of  the  board  at  any  time  desiring  to  officially  visit  the 
hospital. 

Ein^S  AND  BBQimATIONS. 


DCTIK8   OF  aUPERINTENSBNT. 

1.  The  superintendent,  being  the  chief  executive  officer  of  the  hos- 
pital and  required  to  reside  on  the  premises  and  to  devote  his  entire 
time  to  the  duties  of  his  position,  is  tne  responsible  head  of  the  institu- 
tion, from  whom  all  authority  for  its  control  shall  emanate,  and  in 
trhoae  name  and  by  whose  authority  all  persons  employed  in  any 
capacity  at  the  hospital  will  discharge  the  duties  respectively  assigned 
them. 

2.  Subject  to  the  supervisory  authority  of  the  Secretary  of  the  Inte- 
rior, and  the  civil-service  rules  so  far  as  applicable,  and  with  the  ap- 
proval of  the  Board  of  Visitors,  he  shall  engage  all  the  necessary 
employees  in  all  departments  of  the  hospital  and  assign  them  to  their 
vanous  duties.  He  may  discharge  any  employee  not  within  theclas- 
aified  service  whenever  tn  bis  juagment  the  best  interests  of  the  hos- 
pital require  it,  keeping  a  record  of  the  date  of  all  such  removals  and 
the  reasons  therefor,  which  action  shall  be  subject  to  the  revision  of 
the  board.  Removals  of  persons  within  the  classified  service  shall  be 
in  accordance  with  the  requirements  of  the  existing  civil-service  rules. 
He  shall  fix  the  compensation  of  each  and  determine  the  regula- 
tions under  which  increase  or  reduction  may  be  made  in  such  com- 
pensation, with  the  approval  of  the  Board  of  Visitors. 

3.  He  shall  provide  the  necessarr  blanks  and  have  kept  in  accurate 
form  as  complete  records  as  possible  of  every  patient  admitted  to  the 
hospital.  These  records  shall  include  as  far  as  practicable  all  data 
Deoessary  to  a  complete  history  of  his  disease  and  its  proper  treatment. 
It  shall  be  his  duty  to  ascertam  that  no  person  is  illegally  or  unjustly 
confined  in  the  hospital  and  that  no  person  is  refused  aomission  who 
IB  legally  entitled  to  treatment  therein.  He  shall  cause  to  be  kept  an 
accurate  census  of  all  the  inmates,  with  such  record  of  their  past  his- 
toid as  will  enable  an  accurate  identification  of  each.  j 
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4.  All  correspondence  of  the  institution  shall  be  conducted  in  the 
name  of  the  superintendent  and  by  his  authority  and  under  his 
direction. 

5.  He  shall  visit  all  portions  of  the  hospital  as  oft-en  as  practicable 
and  shall  direct  the  affairs  of  the  hospital  in  all  its  departments.  He 
shall  be  responsible  for  and  shall  direct  the  medical,  moral,  and  physi- 
cal treatment  of  the  patk^nts  and  shall  cause  such  record  of  their  symp- 
toms and  treatment  to  be  kept  as  he  may  deem  likely  to  promote  tne 
interests  of  science  and  humanity. 

6.  The  superintendent  is  authorized  to  discharge  any  patient  who 
has  recoyered  and  to  permit  the  removal  of  any  patient  by  the  same 
authority  that  had  ordered  his  or  her  admission.  He  is  also  author- 
ized, as  provided  in  section  4856  of  the  Revised  Statutes  of  the  United 
States,  on  the  order  of  the  supreme  court  of  the  District  of  Columbia, 
or  of  any  judge  of  said  court,  to  release  under  bond  any  patient  not 
charged  with  a  breach  of  the  peace. 

7.  The  superintendent  shall  make  a  monthly  report  to  the  Secretary 
of  the  Interior  and  the  visiting  committee  of  the  Board  of  Visitors, 
movement  of  population  in  the  hospital,  of  the  employment,  resigna- 
tion, and  discharge  of  employees,  and  of  the  general  condition  or  the 
hospital,  including  the  progress  of  work  on  all  improvements  and 
repairs. 

The  superintendent  shall  cause  due  record  to  be  made  of  all  personal 
property  Delonging  to  patients  at  the  time  of  admission  to  the  hospital 
or  that  may  be  received  thereafter  and  be  responsible  for  the  proper 
care  thereof. 

8.  In  his  capacity  as  "responsible  disbursing  agent"  of  the  hospital 
h*  shall  approve  all  retjuisitions  for  supplies,  order  made  or  make  in 
person  all  purchases,  direct  the  fund  from  which  each  voucher  shall  be 
paid,  approve  all  bills  before  they  are  paid,  and  satisfy  himself  that  all 
articles  described  therein  have  been  applied  to  the  uses  of  the  hospital. 
He  shall  receive  and  properly  account  for  all  money  received  by  him 
as  superintendent  or  agent,  and,  as  required  by  law,  shall  be  respon- 
sible tor  the  safe-keeping  and  proper  use  of  all  tne  supplies  for  the  nos- 
pital,  and  shall  use  due  diligence  to  insure  efficient  service  from  all 
oflBcers  and  employees. 

9.  The  provisions  of  the  acts  of  March  15  and  July  7,  1898,  relative 
to  leaves  of  absence  are  applicable  to  all  officers  and  regular  employees 
at  the  Government  Hospital  for  the  Insane,  such  leave  to  be  allowed 
under  such  regulations  as  the  superintendent  of  the  Government  Hos- 
pital for  the  Insane,  subject  to  the  approval  of  the  Board  of  Visitors, 
deems  essential  to  the  orderly  and  efficient  conduct  of  the  institution 
under  his  supervision. 

10.  To  this  end  he  is  empowered,  subject  to  approval  by  the  board, 
to  make  any  additional  rules  and  regulations,  supplementary  to  ana 
not  inconsistent  with  those  included  herein  which  he  may  deem  neces- 
sary to  the  efficient  management  of  the  affairs  of  the  institution,  and 
all  officers  and  employees  accepting  positions  in  the  service  at  the  Gov- 
ernment Hospital  for  the  Insane  shall  thereby  agree  to  conform  to  the 
requirements  of  said  mles  and  regulations,  including  those  governing 
the  special  hours  of  duty,  and  service  on  Sundays  and  holidays  desig- 
nated therein. 
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Chapter  II. 


DUTIES   OF  SUBORDINATE   OFFICERS. 


1.  The  oflBcers  of  the  hospital,  in  addition  to  those  already  de- 
scribed, shall  be  assistant  physicians,  junior  assistant  physicians, 
ni^ht  medical  officer,  purchasing  agent,  matron,  and  chief  of  training 
school. 

2.  Assistant  physicians  shall  be  physicians  in  good  standing  in  their 
profession  and  graduates  of  a  regular  school  of  medicine  of  recognized 
authority.  They  shall  have  charge,  under  the  direction  of  the  super- 
intendent, of  the  medical  treatment  of  the  patients,  visiting  each 
patient  at  least  once  daily,  and  making  all  necessary  special  visits  to 
patients  whose  condition  may  recjuire  it.  They  shall  De  assigned  to 
special  departments  by  the  superintendent  and  be  responsible  to  him 
for  the  care  and  treatment  of  all  patients  in  their  department. 

3.  They  shall  also  have  a  general  charge  of  the  nurses,  attendants, 
and  domestics  in  their  department,  directing  their  duties,  using  dili- 
gence to  require  from  each  efficient  service,  and  directing  generally  the 
care  of  the  apartments  occupied  by  patients,  and  of  all  portions  oi  the 
hospital  under  their  supervision.  They  shall  promptly  report  to  the 
superintendent  any  violation  of  the  rules  by  any  employee,  and  any 
neglect  of  duty  which  may  come  to  their  knowledge. 

4.  They  shall  assist  at  all  the  entertainments  given  for  the  benefit  of 
the  patients,  be  present  at  chapel  services,  and  m  every  manner  possi- 
ble contribute  as  far  as  lies  in  their  power  toward  the  successful  admin- 
istration of  the  affairs  of  the  hospital. 

5.  Junior  assistant  physicians  and  the  night  medical  officer  shall 
have  charge  of  such  portion  of  the  medical  treatment  of  patients  and 
the  keeping  of  records  as  may  be  assigned  to  them  by  the  superin- 
tendent. 

6.  The  purchasing  agent  shall  be  the  regular  agent  for  the  purchase 
of  all  supplies  for  the  hospital.  He  shall  be  furnished  with  requisi- 
tions for  all  the  necessary  supplies,  approved  by  the  superintendent, 
and,  as  authorized  by  him,  shall  make  purchase,  on  the  most  advan- 
tageous terms  possible,  of  all  articles  required  for  the  use  of  the  hos- 
pital. He  shall  use  due  diligence  in  procuring  articles  of  good  value 
and  at  the  best  possible  price,  shall  see  that  all  articles  are  properly 
delivered,  and  approve  all  vouchers  and  require  bills  to  be  sent  witn 
every  purchase.  He  shall  direct  the  safe-keeping  of  all  supplies  at  the 
hospital,  and  take  the  necessary  precaution  to  see  that  they  are 
applied  to  the  proper  use  of  the  institution. 

7.  He  shall  give  bond  to  the  superintendent  in  the  sum  of  $5,000 
conditional  on  the  faithful  performance  of  the  duties  of  his  position, 
and  nothing  in  these  regulations  shall  be  construed  as  abridging  the 
liberty  of  the  superintendent  to  make,  in  person,  such  purchases  as  he 
may  deem  necessary  or  advantageous. 

8.  When  articles  nave  been  engaged  by  yearly  contract  through  the 
honorable  Secretary  of  the  Interior,  the  purchasing  agent  shall  order 
such  as  may  be  required  from  time  to  time,  on  requisitions  duly 
approved  by  the  superintendent,  and  shall  use  care  to  see  that  they 
are  in  every  respect  the  equal  of  the  sample  for  which  the  contract 
was  made  before  permitting  them  to  be  delivered  at  the  hospital. 
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9.  The  matron  shall  have  charge  of  all  the  domestio  departments  of 
the  hospital,  under  the  direction  of  the  superintendent,  mcluding  the 
kitchens,  dining  rooms,  laundry,  and  employees'  quarters.  She  shall 
have  general  supervision  of  the  work  of  all  emplovees  in  these  depart- 
ments, enforce  proper  discipline  among  them,  ana  sign  all  requisitioDS 
for  supplies  needea  in  their  work. 

10.  She  shall  issue  all  supplies  to  the  sewing  rooms  and  see  that  all 
manufactured  articles  made  therein  are  properly  accounted  for.  She 
shall  have  charge  of  the  repairs  of  all  linen  and  clothing,  and  direct 
the  help  required  in  this  work,  and  shall  be  responsible  generally  for 
the  condition  of  the  bedding  and  linen  in  all  parts  of  the  hospital. 

11.  The  chief  of  the  training  school  shall  oe  a  woman,  a  trained 
nurse  of  experience  and  with  the  education  necessary  to  dischai^ 
successfully  the  duties  of  the  position.  She  shaU  have  charge  of  the 
school  of  instruction  for  nurses  and,  in  conjunction  with  the  superin- 
tendent and  the  medical  staff,  shall  give  the  course  of  instruction,  as 
required  by  the  superintendent.  It  shall  be  the  duty  of  the  medical 
officer  to  cooperate  in  this  work  and  to  conduct  such  portions  as  may 
be  set  them  t6  do  by  the  superintendent. 

12.  The  chief  nurse  shall  also  have  charge  of  the  work  of  the 
trained  nurses  and  of  those  taking  instruction  in  the  wards  of  the 
hospital.  She  shall,  under  the  supervision  of  the  medical  staff,  direct 
the  special  nursing  of  all  patients  requiring  such  care  in  all  depart- 
ments of  the  hospital.  She  shall  assign  aU  such  nurses  to  their 
respective  duties  and  be  responsible  for  the  manner  in  which  they 
discharge  them,  and  for  their  conduct  generally  in  the  hospital. 

13.  All  the  officers  named  in  this  chapter  shall  reside  at  tne  hospital 
and  devote  their  entire  time  to  the  duties  of  their  respective  positions. 

14.  They  shall  be  accountable  to  the  superintenaent  for  all  their 
acts  in  relation  to  the  hospital,  and  shall  notify  the  superintendent 
and  receive  his  consent  whenever  they  desire  to  be  absent  from  the 
hospital. 

15.  As  in  unity  alone  there  is  strength,  every  officer  of  the  iostitu- 
tion  is  expected  to  be  a  loyal  friend  to  the  management,  faithful 
always  to  its  best  interests  and  true  to  his  conviction  of  duty.  He 
shall  discourage  division  and  ill  feeling  among  the  members  of  the 
official  staff,  maintaining  at  all  times  and  under  all  circumstances 
such  courteous  attitude  one  toward  another  and  such  dignity  of  char- 
acter as  is  befitting  to  those  engaged  in  such  a  noble  work  for  humanity. 

Chapter  in. 

DUTIES   OP   EMPLOYEES. 

1.  On  accepting  positions  at  the  hospital  all  employees  will  be 
required  to  sign  an  agreement  to  obey  all  the  regulations  of  the  insti- 
tution and  to  abide  by  the  decision  of  the  superintendent  in  all  things 
that  affect  the  duties  of  their  positions. 

2.  Uniform  courtesy  and  consideration  toward  their  superior  offi- 
cers, their  fellow-employees,  and  to  those  in  their  care  and  their 
friends  shall  be  exacted  at  all  times  and  of  every  employee. 

No  profanity  and  no  improper  language  by  employees  will  be  per- 
mitted. The  use  of  intoxicating  drink  of  any  kind  while  on  duty  is 
strictly  prohibited,  and  its  use  to  excess  at  any  time,  whether  on  duty 
or  not,  by  an  employee  will  be  sufficient  cause  for  removaL 
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3.  Two  weeks'  notice  of  intention  to  leave  the  service  will  be 
xrequired  of  all  employees,  and  such  notice  will  be  granted  in  case  it  is 
deemed  advisable  oy  the  superintendent  to  discontinue  such  services, 
except  that  in  case  of  discharge  of  any  employee  for  violation  of  any 
rule  of  the  hospital  no  such  notice  will  be  given. 

4.  Supervisors,  attendants  and  nurses,  and  all  employees  whose 
work  requires  them  to  be  on  duty  on  Simday  will  be  granted  permis- 
sion to  be  absent  on  each  second  or  third  Sunday  as  their  duties  may 
permit.  In  aU  these  cases  permits  are  to  be  subject  to  the  decision 
of  the  superintendent  or  his  authorized  representative  and  are  to  be 
granted  in  such  manner  as  will  prove  least  detrimental  to  the  service. 

5.  All  nurses  employed  after  a  date  in  the  year  1900,  to  be  fixed  by  • 
the  superintendent,  will  be  required  to  take  such  course  of  training  as 
is  required  to  complete  the  curriculum  of  the  training  school  for 
nurses,  such  course  of  instruction  to  extend  through  two  years.  At 
the  end  of  such  term  each  nurse  who  successfully  passes  such  exami- 
nations as  are  required  will  be  given  a  certificate  to  that  effect,  and 
each  nurse  taking  such  course  of  instruction  and  properly  answering 
all  its  requirements  will  be  given  an  advance  in  salary  of  $5  per  month 
after  the  completion  of  the  course. 

6.  All  employees  having  in  their  custody  keys  to  any  portion  of  the 
hospital  shall  deposit  these  in  the  office  or  leave  them  m  charge  of  the 
head  of  the  department  in  which  they  are  employed  whenever  they 
are  absent  from  the  hospital  on  any  leave,  and  no  employee  shall 
leave  the  hospital  at  any  time  without  special  permission  to  do  so. 

7.  No  one  not  employed  at  the  hospital  will  be  entertained  at  the 
institution  by  any  employee  without  special  permission  from  the 
superintendent. 

8.  The  superintendent  will  establish  such  additional  rules  and  regu- 
lations not  inconsistent  herewith,  describing  and  defining  the  duties  of 
tibie  various  positions  and  the  hours  of  service  as  from  time  to  time  he 
may  deem  necessary. 

Ghaftbk  IV. 

SUPERVISORS  AND  CHIEF  NURSES. 

1.  Supervisors  will  have  general  charge  of  attendants  and  nurses  in 
their  respective  departments.  They  will  note  the  manner  in  which 
each  one  discharges  the  duties  of  his  position  and  promptly  report  any 
violation  of  the  regulations  of  the  hospital. 

2.  Under  the  instruction  of  the  physician  in  charge  and  subject  to 
his  approval  they  will  arrange  their  time  off  duty  under  the  rules,  and 
provicie  such  rehef  service  as  mav  be  required. 

3.  They  shaU  take  charge  of  the  keys  of  aU  attendants  and  nurses 
who  are  off  duty  and  absent  from  the  hospital  inclosure.  They  shall 
conduct  aU  attendants  to  their  work  when  they  are  first  employed  and 
instruct  them  in  their  duties.  They  shall  furnish  each  with  a  copy  of 
the  rules  and  regulations  of  the  hospital,  and  when  they  are  fumisned 
with  a  uniform  they  shall  make  note,  in  a  book  provided  for  that  pur- 
pose, of  the  number  of  special  buttons  furnished  each  therefor. 
These  shall  be  charged  to  the  employee  in  question  and  a  receipt  given 
when  they  are  returned  at  the  time  the  employee  leaves  the  service  of 
the  hospital.  Settlement  wiU  not  be  made  with  any  employee  on 
leaving  the  service  until  such  receipt  is  shown  the  financial  clerk. 
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4.  Supervisors  will  take  charge  of  the  patients  when  they  are 
receivea  at  the  hospital  and  conduct  them  to  the  ward  assigned  them. 
They  shall  carefully  search  each  and  take  charge  of  all  vamables  and 
all  weapons,  accounting  for  them  to  the  proper  authority.  They  shall 
take  a  careful  memorandum  of  all  the  wearing  apparel  of  the  patient 
and  see  that  it  is  properly  marked  and  re^tered  and  deliverea  to  the 
head  attendant  or  the  ward,  taking  a  receipt  from  him  for  all  the  arti- 
cles deUvered  to  his  care. 

5.  They  shall  see  that  each  patient  is  given  a  bath  on  the  day  of  his 
admission,  and  shall  examine  carefully  for  the  existence  of  any  marks 
or  bruises  on  his  body,  reporting  at  once  to  the  physician  in  charge 
any  evidence  of  such. 

6.  They  wiU  have  eeneral  charge  of  the  clothing  of  patients,  renew- 
ing it  as  required,  ana  noting  its  condition  at  all  times.  They  will  give 
the  necessary  instructions  lor  its  proper  care  and  see  that  they  are 
faithfully  executed. 

They  shall  have  general  charge  of  the  housekeeping  of  the  ward  in 
all  its  details  and,  with  the  chief  nurse,  properly  apportion  the  duties 
among  the  separate  attendants  and  nurses,  as  directed  by  the  physi- 
cian in  charge. 

7.  At  least  once  each  week  thev  shall  make  a  thorough  inspection  of 
all  bedding  and  beds,  and  take  all  necessary  precautions  to  prevent  the 
introduction  of  vermin.  Whenever  there  is  evidence  of  such  in  the 
clothing  of  patients  admitted,  it  shall  be  at  once  destroyed  by  burning. 

8.  Chief  nurses  will  have  immediate  charge  of  the  nursing  of  patients 
in  their  respective  departments.  They  shall  instruct  the  nurses  under 
them  in  each  ward  in  the  proper  application  of  all  remedies  and  the 
dressing  of  wounds,  ulcers,  etc.  They  shall  see  that  proper  ward 
notes  are  kept  in  each  case  designated  by  the  physician  in  charge  and 
shall  instruct  the  nurses  under  them  in  the  preparation  of  these  notes 
and  in  the  correct  noting  and  recording  of  all  necessary  clinical 
observations. 

9.  Together  with  the  supervisors  they  will  have  general  charge  of 
the  patients,  looking  after  their  comfort  and  care,  and  giving  the  nec- 
essarv  instructions  Tot  their  control.  All  shall  spend  as  much  time  as 
possible  among  the  patients  and  use  every  possible  means  to  ascertain 
the  occurrence  of  any  neglect,  misconduct,  or  violation  of  the  rules  on 
the  part  of  attendants  or  nurses. 

Chapter  V. 

DUTIES   OP  NURSES   ANP   ATTENDANTS. 

1.  All  attendants  who  shall  have  successfully  completed  the 
required  course  of  training  at  the  hospital  shall  be  designated  as 
'*  nurses,"  and  all  those  who  are  taking  the  same  course  shall  be  des- 
ignated "nurses  in  training." 

2.  All  attendants  employed  hereafter  in  the  service  of  the  hospital 
will  be  employed  on  a  probation  of  six  months,  durine  which  they  will 
be  given  the  minimum  wages  designated  in  the  scheaule  of  wages  for 
attendants.  Any  probationer,  however,  may  be  discharged  during 
probation  for  misconduct  or  evident  unfitness  or  incapacity.  At  the 
end  of  the  probation  period  each  attendant  will  be  notified  whether  his 
services  will  be  loojiger  required,  and  he  can  then  leave  the  service  with- 
out prejudice  ana  without  the  usual  two  weeks'  notice  if  he  so  ~ 
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3.  If  the  superintendent  decides  that  his  services  wiU  be  continned, 
he  will  then  be  required  to  commence  the  regular  course  of  trainine  in 
the  training  school  at  the  earliest  convenience  of  the  hospital  and  to 
coniplete  it  in  the  regular  manner. 

4.  The  wages  of  nurses  and  attendants  will  be  determined  by  the 
schedule  incorporated  in  these  regulations.  Each  position  wiU  have 
a  maximum  wage,  which  will  be  attained  after  a  definite  length  of 
service  in  the  position  in  question. 

5.  Wages  for  attendants,  nurses,  and  supervisors  will  be  as  follows: 

FOB  MALES. 

Per  month. 

Attendants,  during  the  period  of  probation |18 

AflBOciate  attendants,  after  probation,  first  year 20 

For  second  year 22 

After  two  years 26 

Head  attendants,  two  years'  service  after  probation  being  requisite  for  eligi- 
bility thereto 30 

Nurses  in  training,  after  probation,  first  year 20 

Second  year 26 

Associate  nurses,  after  graduation 30 

Head  hurses,  after  graouation 36 

Chief  nurses,  one  in  each  department  except  Howard  Hall 40  to  46 

Supervisors,  one  in  each  department  except  Toner  group 40  to  46 

Chief  supervisors,  one  in  each  department 50 

FOR  FEMALES. 

Attendants,  during  the  period  of  probation 14 

Associate  attendants,  after  probation,  first  year 16 

Second  year 18 

After  two  years 20 

Head  attendants,  two  years'  service  after  probation  being  requisite  for  eligi- 
bility thereto 26 

Nurses  in  training,  after  probation,  first  year 18 

Second  year 20 

Associate  nurses,  after  graduation 25 

Head  nurses,  after  graduation 30 

Chief  nurse,  one 40  to  45 

Supervisor,  one 35  to  40 

Chief  supervisor 46 

6.  Attendants  and  nurses  are  the  guardians  of  the  patients,  and 
they  must  never  lose  sight  of  this  responsibility.  Their  duties  are 
most  trying  and  require  the  highest  type  of  character  for  their  eflB- 
cient  execution.  Their  work  is  exacting  to  an  extreme  degree,  and  it 
demands  great  self-control  and  the  exhibition  of  imusual  forbearance 
and  Christian  charitv. 

7.  Attendants  ana  nurses  will  have  immediate  charge  of  the  patients 
and  their  apartments.  They  will  see  that  the  patients  are  at  all  times 
kept  as  comfortable  and  clean  as  their  condition  will  permit.  They 
shall  keep  them  comfortably  clothed,  bathing  them  and  changing  their 
clothing  as  frequently  as  required  for  this  purpose.  They  snail  keep 
their  apartments  at  all  times  clean  and  neat  and  free  from  every  con- 
tamination which  is  unpleasant  or  injurious  to  health.  They  shall 
look  carefuDy  after  every  portion  of  the  housekeeping,  including  bed 
making,  sweeping,  dusting,  brightening  of  floors,  hardware,  plumbing 
fixtures,  etc.  Every  portion  of  the  ward  shall  be  kept  well  aired  and 
of  proper  temperature  and  as  free  as  possible  from  objectionable  odor. 
They  shall  have  especial  care  of  the  lavatories  and  toilet  rooms,  keeping 
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them  thorou^y  clean  and  instructing  and  training  patients  in  their 

E roper  use.  They  shall  provide  freauent  changes  dr  toweling,  and  in 
atning  shall  see  that  each  patient  nas  clean  water  of  a  proper  tem- 
perature and  sufficient  bath  towels  to  properly  dry  the  Dody  before 
dresfflng. 

They  shall  always  be  present  in  the  bathroom  when  patients  are 
bathii^,  imless  special  permit  has  been  granted  the  patient  from  the 
physician  in  char^  to  bathe  alone.  They  shaU  assist  patients  in  the 
oath  and  in  dressmg,  providing  them  with  clean  changes  and  using  all 
precautions  to  prevent  accident  during  the  bath.  'Hiey  shall  not  per- 
mit more  than  one  patient  in  the  bat&oom  at  one  time  and  not  more 
than  two  at  one  time  in  the  dressing  room  adjoining. 

8.  They  shall  take  every  able-bodied  patient  outdoors  for  exercise 
on  every  suitable  day  once  or  twice,  as  directed  by  the  physician  in 
charge,  chief  nurse,  or  supervisors.  They  shall  direct  and  encourage 
patients  to  assist  in  the  housework  and  in  such  work  outside  the  ward 
as  may  be  assigned,  keeping  in  mind  all  the  time  that  the  work  is  to  be 
utilized  as  a  feature  of  the  treatment  of  the  patient  and  that  its  pri- 
mary object  is  improvement  and  restoration  to  health  of  body  and 
mind.  They  should  always  work  with  patients  at  any  work  to  which 
they  are  assigned. 

9.  Attendants  and  nurses  must  arise  promptly  on  the  ringing  of  the 
bell  at  6  a.  m.  and  proceed,  as  soon  as  practicable,  to  caU  each  patient 
and  assist  him  in  the  morning  toilet.  They  shall  see  that  each  is  prop- 
erly washed  and  dressed  and  made  ready  for  the  morning  meal. 

10.  They  shall  accompany  the  patients  to  the  dining  room,  act  as 
waiters  to  them,  assist  such  as  require  assistance,  and  keep  constantly 
on  duty  among  them  during  the  meal. 

11.  After  the  meal  they  shall  return  the  patients  safely  to  the  ward 
and  shall  remain  continuously  among  them,  except  as  their  duties  may 
demand  otherwise  or  during  the  hours  when  they  are  relieved  from 
duty  under  the  rules. 

12.  They  are  expected  to  preserve  order  amon^  the  patients,  but  in 
doing  so  they  are  expected  to  use  the  mildest  possible  means  to  accom- 
plish this  end.  Violent  conduct  and  profane  and  obscene  lanjguage  on 
the  part  of  the  patient  must  be  prevented  as  far  as  practicable. 

13.  No  kicking,  striking,  shaking,  or  choking  of  a  patient  wiU  be  per- 
mitted under  any  circumstances,  and  any  evidence  of  this  will  be  suf- 
ficient cause  for  discharge.  Patients  must  not  be  thrown  violently  to 
the  floor  in  controlling  tnem,  but  the  nurse  or  attendant  shall  call  such 
assistance  as  will  enable  him  to  control  the  patient  without  injury  and, 
as  far  as  possible,  without  severe  struggling. 

14.  Should  it  be  deemed  nece-ssary  to  isolate  a  patient  for  his  pro- 
tection or  to  prevent  injury  or  disturbance  of  others,  the  fact  shaD  be 
immediately  reported  in  person  or  by  telephone  to  the  physician  in 
charge  or  the  chief  nurse  or  supervisor,  togetner  with  the  reasons  there- 
for, and  such  isolations  shall  not  be  continued  unless  it  is  approved  by 
the  authority  to  whom  it  is  reported. 

15.  No  mechanical  restraint  of  any  kind  shall  be  used  without  first 
securing  the  consent  of  the  physician  in  charge  therefor. 

16.  The  personal  care  of  patients,  including  feeding^  bathing,  dress- 
ing and  undressing,  and  the  administration  of  medicmes  must  never 
be  intrusted  to  other  patients,  and  no  patient  shall  be  taken  out  of  the 
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ward  or  cotti^  for  work  unless  special  permission  has  been  granted 
by  the  physician  in  charge. 

17.  In  wards  with  two  attendants  or  nurses,  at  least  one,  and  in 
wards  with  four,  at  least  two,  shall  be  always  present  among  the 
patients,  and  all  are  expected  to  spend  their  time  there  whenever  their 
duties  wiU  permit.  Loitering  or  resting  in  the  private  bedrooms  of 
nurses  or  attendants  will  not  Be  permitted  during  the  hours  that  they 
are  on  duty. 

18.  Keys  shall  not  be  intrusted  to  patients  under  any  circumstances 
unless  permission  therefor  is  granted  by  the  physician  in  charge. 
Nurses  and  attendants  will  each  be  held  responsible  for  the  keys  given 
them,  and  they  will  leave  them  in  charge  of  the  supervisor  or  chief 
nurse  whenever  they  leave  the  hospital  inclosure^  and  shall  dehver 
tbeni  at  the  central  office  when  they  quit  the  service. 

19.  No  one  not  connected  with  the  ward  or  engaged  in  necessary 
duties  therein  shall  be  permitted  to  enter  it  without  consent  is  first 
obtained  from  the  supervisor,  chief  nurse,  or  physician  in  charge,  and 
attendants  and  nurses  shall  not  visit  other  wards  or  portions  of  the 
hospital,  except  in  the  transaction  of  their  necessary  duties,  without 
first  obtaining  consent  so  to  do  from  one  of  these. 

20.  Nurses  and  attendants  are  expected  to  know  the  whereabouts 
of  their  patients  at  all  times.  They  shall  keep  accurate  account  of 
them  at  each  meal  and  on  goin^  out  and  returning  to  the  ward.  They 
shall  report  promptly  to  9ie  cnief  nurse,  supervisor,  or  physician  in 
chiurge  the  absence  of  anyone  as  soon  as  mscovered.  If  a  patient 
escapes  through  the  negligence  of  a  nurse  or  attendant,  the  superin- 
tendent shall  require  the  nurse  at  fault  to  bear  the  expense  incurred 
in  returning  the  patient  to  the  hospital.  It  may  also  be  sufficient 
cause  for  discharge,  as  the  superintendent  may  detenmne. 

21.  Patients  known  to  be  suicidal  shall  never  be  left  out  of  si^ht  of 
a  nurse  under  such  circumstances  as  might  permit  the  execution  of 
such  a  purpose.  Patients  shall  be  as  frequently  searched  for  con- 
cealed weapons  as  may  be  necessary,  and  bedrooms  must  be  carefully 
examined  each  evening  before  the  patient  retires. 

22.  All  patients  shall  bathe  at  least  once  each  week,  and  such 
patients  as  reouire  it  shall  be  shaved  once  or  twice  each  week,  as  oppor- 
tunity may  oner.  The  hair  shall  be  kept  neatly  trimmed  and  in  good 
order. 

23.  The  conduct  and  conversation  of  a  patient  must  never  be  ridi- 
culed or  spoken  of  slightingly  or  jestinglv  to  visitors.  They  must 
always  be  addressed  kmdly  and  respectfully  and  all  proper  questions 
must  be  courteously  answered. 

Nurses  and  attendants  must  never  scold  or  threaten  and  must  never 
(quarrel  or  wrangle  with  patients.  They  must  never  ridicule  the  delu- 
sions of  patients  and  must  avoid  discussing  the  conduct  of  one  patient 
with  the  others. 

24.  Gossip  amon^  attendants  and  nurses  and  all  unseemly  quarrel- 
ing is  strictly  prohibited. 

25.  Patients  shall  retire  at  8  p.  m.,  except  in  such  cases  as  may  be 
given  special  permission  by  the  physician  in  charge,  in  which  case  they 
may  be  permitted  to  retire  at  any  later  hour  until  9  p.  m.;  but  no 
patient  m  ordinarily  good  health  shall  be  permitted  to  retire  earlier 
than  7.30  p.  m.,  unless  ordered  so  to  do  by  the  physician  in  charge. 
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26.  Nurses  and  attendants  will  be  required  to  wear  such  uniform 
mav  be  designated  by  the  superintendent  and  officers  of  the  hospital, 
and  this  shall  be  worn  at  all  times  when  on  duty.  The  special  buttons 
used  in  the  manufacture  of  this  uniform  will  be  chargea  to  the  nurse 
or  attendant  using  them,  and  shall  be  returned  to  the  supervisor  on 
leaving  the  service.  This  uniform  shall  be  procured  at  the  end  of  the 
probationary  period. 

27.  Such  division  of  labor  as  will  best  conduce  to  efficient  and  eco- 
nomical administration  of  the  affairs  of  the  ward  shall  be  arranged  by 
the  physician  in  charge,  the  chief  nurse,  and  the  supervisor  among 
nurses  and  attendants  in  each  ward.  It  shall  be  considered  the  chiei 
duty  of  the  nurses  to  look  after  the  personal  care  of  the  patients, 
including  their  dressing  and  beds,  while  the  especial  duty  of  the  attend- 
ants wilfbe  to  look  after  the  care  of  the  wara  proper,  including  cloth- 
ing rooms,  bathrooms,  lavatories,  closets,  and  dining  rooms.  Where 
nurses  ana  attendants  are  both  employed  in  the  same  ward,  they  will 
be  expected  to  cooperate  and  assist  each  other  whenever  possible,  and 
the  physician,  chier  nurse,  and  supervisors  will  make  such  distribution 
of  work  as  shall  be  equitable  ana  fair  te  each. 

28.  In  the  female  department  it  is  hoped  that  in  the  course  of  time 
the  work  of  the  wards  will  be  divided  entirely  between  nurses  and 
domestics.  In  such  case  the  domestics  shall  go  on  duty  at  6  a.  m.  and 
remain  on  duty  until  4.30  p.  m.,  except  that  the  one  in  charge  of  the 
dining  room  shall  remain  until  after  the  evening  meal  is  served  and 
the  dming-room  work  completed,  the  same  person  being  allowed  two 
hours  off  duty  during  the  artemoon.  They  will  do  the  scrubbing  and 
cleaning  of  floors,  walls,  and  windows,  assist  in  bed  making,  and  have 
charge  of  the  work  of  the  closets,  lavatories,  bathrooms,  and  dining 
rooms. 

The  nurse  in  such  case  will  have  full  charge  of  the  care  and  control 
of  the  patients,  including  their  dressing,  bathing,  clothing,  exercising, 
and  everything  relating  to  their  personal  comfort  and  saiety. 

29.  In  ever>^  ward  having  nurses  the  head  nurse  shall  be  charged 
with  the  responsibility  of  administering  the  medicines  as  directed  by 
the  physician,  and  in  wards  where  no  nurses  are  employed,  the  head 
attendant  may  be  given  this  duty  if  it  is  deemed  advisable  by  the 
physician  in  charge.  The  medicines,  in  each  ward  so  designated  by 
the  physician  in  charge,  shall  be  kept  in  a  neat  case  in  the  room  of  the 
heaa  nurse  or  head  attendant,  strictly  under  lock,  and  the  nurse  or 
attendant  in  charge  of  it  shall  be  held  strictly  accountable  for  its 
safety  and  its  administration  as  directed. 

30.  Careful  and  accurate  ward  notes  shall  be  kept  by  the  nurses,  or, 
in  their  absence,  by  the  head  attendant,  of  every  case  which  may  be 
so  designated  by  tfie  physician  in  charge.  It  shall  be  the  duty  or  the 
chief  of  the  training  school  and  the  chief  nurse  to  instruct  nurses  and 
attendants  in  the  proper  preparation  of  these  notes,  and  suitable 
blanks  will  be  furnished  for  this  purpose. 

31.  Nurses  and  attendants  will  go  on  duty  at  the  rising  hour  in  the 
morning  and  remain  on  duty  until  8  o'cIock  p.  m.,  except  that  one- 
half  the  number,  as  near  as  practicable,  shall  be  permitted  two  hours 
during  the  day  for  recreation  off  duty  from  1  p.  m.  to  3  p.  m.,  or  at  sudi 
other  nours  as  may  bo  deemed  best  in  the  interest  of  the  service,  but 
this  time  will  not  be  granted  when  from  any  cause  another  attendant 


GOVERNMENT  HOSPITAL  FOB  THE  INSANE.  337 

fit>m  the  same  ward  is  off  duty  for  a  day  or  half  day^  and  the  other  half 
shall  be  granted  the  evening  off  duty  from  6  until  10  p.  m. 

One-half  of  the  nurses  and  attendants  in  each  ward,  being  those  who 
have  had  two  hours  off  duty  during  the  day,  shall  remain  m  the  ward 
from  8  to  10  p.  m.,  except  in  cases  where  there  are  special  night  nurses 
on  duty,  where  one  day  nurse  or  attendant  shall  remain  on  duty  after 
the  patients  have  retired  and  the  night  nurses  are  on  duty,  between 
the  hours  mentioned. 

All  nurses  and  attendants  will  be  required  to  be  in  their  rooms  at  10 
p.  m.,  except  that  married  attendants  who  Uve  near  the  hospital  may 
spend  their  nights  at  home  on  such  nights  as  they  are  off  duty  in  the 
evening,  with  the  proviso  that  they  snail  be  present  in  the  ward  for 
duty  at  the  hour  of  ringing  the  bell  in  the  morning. 

32.  In  addition  to  these  hours,  attendants  and  nurses  will  be  granted 
a  half  day  off  duty  from  1  p.  m.  to  10  p.  m.  each  second  week,  or  one 
whole  day  from  7  a.  m.  until  10  p.  m.  each  month,  and  each  third  Sun- 
day from  7  a.  m.  to  10  p.  m.  Attendants  will  take  their  half  dav  or 
day  off  duty  on  such  days  as  they  would  have  the  evening  off  duty 
imder  the  rules. 

Approved  June  1,  1900. 

B.  Sunderland, 
President  Board  of  Visitors. 
Attest: 

A.  B.  Richardson,  Secretary. 


AMSKDMBHTfl   TO  RULES  AND  SEOULATI0N8. 

1.  Chapter  TIL  section  4- — ^After  the  first  paragraph  add  the  follow- 
ing: Absence  on  holidays  will  be  granted  as  the  requirements  of  the 
service  may  make  possible.  All  employees  who  are  employed  by  the 
month  or  year  will  be  entitled  to  a  vacation  of  thirty  days  during  the 
year,  inclusive  of  half  da^s  and  month  days,  but  not  more  than  one 
day  each  month  shaU  be  given  any  employee  until  he  or  she  has  served 
six  consecutive  months. 

2.  Chapter^  III,  section  6. — ^At  close  of  section  add  the  following:  All 
employees  will  be  required  to  be  in  their  rooms  each  evening  they  are 
on  duty,  not  later  than  10  p.  m.  Once  during  each  calendar  week  any 
employee  may  be  granted  a  permit  to  be  absent  until  midnight,  and 
not  of tener  than  once  during  each  month  an  additional  permit  to  be 
absent  overnight.  In  special  cases  additional  late  excuses  may  be 
granted  if  a  request  in  writing  is  presented  to  the  officer  in  charge  of 
the  department,  stating  the  reason  for  the  request. 

3.  Chapter  F,  section  6, — ^At  close  of  section  add  the  following: 
After  the  expiration  of  the  period  of  probation,  attendants  and  nurses 
on  duty  in  hospital  wards,  in  especially  meritorious  cases,  will  be 
entitlea  to  an  advance  of  $2.50  per  month  over  the  amounts  mentioned 
in  the  above  schedule  for  similar  service. 

Female  nurses  on  duty  in  male  hospital  wards  will  be  granted  the 
same  wages  as  male  nurses  under  the  same  circumstances,  less  $2.50 
for  the  snorter  hours  during  which  they  are  necessarily  in  service. 

4.  Chapter  V,  section  26. — ^At  close  of  section  add  the  following: 
The  fatigue  suit  for  working  hours  must  not  be  worn  after  9.30  a.  m., 

8.  Doc.  396,  69-2,  pt  1 '££ 
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and  at  no  time  while  off  duty  about  the  buildings  or  grounds  of  the 
hospital. 

5.  Chapter  V,  section  SI. — In  place  of  the  first  and  second  para- 
graphs; substitute  the  following:  Nurses  and  attendants  will  ^  on 
duty  at  the  rising  hour  in  the  morning  and  remain  on  duty  until  the 
hour  for  retiring,  except  that  one-half  the  number,  as  nearly  as  prac- 
ticable, shall  be  excused  each  alternate  evening  after  the  evening 
meal  is  served  and  the  work  connected  therewith  finished,  until  10 
p.  m.,  the  exigencies  of  the  service  or  sickness  of  associates  excepted. 

6.  Chapter  V,  section  SS—ln  place  of  the  first  paragraph,  substi- 
tute the  following:  In  addition  to  these  hoiui9,  attendants  and  nurses 
will  be  granted  a  naif  day  off  duty  from  1  p.  m.  to  10  p.  m.  eacn  week, 
or  one  whole  day  and  two  half  days  every  four  weeks,  and  each  thira 
Sunday  from  7  a.  m.  to  10  p.  m.,  and  in  addition  thereto  fifteen  days, 
to  be  taken  at  or  near  the  expiration  of  each  year  of  service. 

By  order  of  Board  of  Visitors  and  consent  of  the  honorable  Secre- 
tary of  the  Interior. 

A.  B.  RiOHABDsoN,  SuperinUnienL 
Effective  June  15,  1901. 


nr  BE  ABSENCE  07  FHT8I0IAV8. 

Deobmbeb  4, 1903. 

To  the  medical  staff: 

Hereafter  when  you  desire  to  absent  yourself  from  the  hospital 

E remises  during  the  day  I  wish  you  to  communicate  with  this  ofiice 
J  notifying  me  in  person,  or,  in  my  absence,  the  first  assistant  physi- 
cian, and  by  leaving  a  note  on  my  desk  informing  me  of  the  nours 
between  which  you  expect  to  be  away. 

Each  physician  in  cnarge  of  a  service  will  be  held  responsible  for 
the  medical  supervision  of  his  department  throughout  the  twenty- 
four  hours,  and  see  that  at  no  time  is  it  left  without  a  physician  m 
charge.  Such  physician  should  see  that  his  whereabouts  are  known 
so  t&t  he  may  be  reached  by  telephone  from  this  office. 

Wm.  a.  Whtte,  SuperintendeffiL 


nr  BE  PATIENTS  ON  VISIT. 

January  8, 1904. 

To  {he  medical  staff: 

Hereafter  when  patients  are  permitted  to  leave  the  hospital  on 
visit  I  desire  that  the  friends  or  relatives  removing  them  be  made  to 
clearly  understand  that  the  visit  can  only  be  contmued  on  condition 
that  they  keep  the  hospital  informed  as  to  the  exact  condition  of  the 
patient.  This  information  will  be  communicated  to  the  hospital 
verbally  or  by  letter  not  less  often  than  once  in  ten  days  for  the  first 
thirty  days,  and  at  least  once  in  thirty  days  thereafter. 

If  for  any  reason  these  instructions  are  not  complied  witlL^  I  wish 
steps  to  be  taken  at  once  to  gain  information  as  to  the  oon<ution  of 
the  patient  with  a  view  either  to  returning  him  to  tlM9  homitaL  or 
diBcharging  him  therefrom. 
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Any  verbal  or  written  report  of  the  relativeB  iwarding  the  condition 
of  the  patient  should  be  noted  in  the  patient's  mstoryj  ao  that  there 
will  appear  sufficient  reason  in  each  instance  for  continuing  the  patient 
on  visit. 

Any  difficulties  in  individual  cases  in  carrying  out  these  general 
rules  I  would  like  to  have  called  to  my  personal  attention,  and  any 
patients  who  may  be  under  your  care  at  present  who  have  been  on 
vimt  for  a  considerable  time,  and  about  whom  you  are  not  fully 
informed,  I  desire  to  have  you  report  to  me. 

The  object  of  this  method  of  procedure  as  above  outlined  is  to 
prevent  the  possibility  in  future  of  criminal  acts,  and  the  like,  being 
attributable  to  insane  persons  who  are  still  earned  on  our  records 
as  patients,  and  for  whom  we  are  at  least  nominally  responsible. 
While  we  continue  our  responsibility  for  these  patients  we  must 
keep  informed  of  their  condition,  and  take  reasonable  measures  to  see 
that  those  to  whom  they  are  intrusted  are  properly  able  to  assume 
such  care. 

When  a  patient  recovers,  or  when  for  any  reason  he  can  no  longer 
be  kept  under  observation,  he  should  be  discharged,  thereby  rehev- 
iiurtne  hospital  from  further  responsibility  in  the  case. 

This  is  understood  particularly  to  apply  to  patients  from  the  Dis- 
trict of  Columbia. 

Wm.  a.  White,  SuperivieTtdeTU. 


n  BB  "BADDLBB." 

Januart  27,  1904. 
To  the  medical  staff: 

I  wish  you  would  see  that  the  so-called  "saddle"  be  absolutely 
discontinued  in  your  department  as  a  means  of  mechanical  restraint. 
Wm.  a.  White,  Superintendent. 


is  bb  ?ab0lxo  fahzhti. 

Masoh  16,  1904. 
To  the  medical  staff: 

I  desire  that  the  greatest  possible  care  be  taken  in  the  matter  of 
allowing  paroled  patients  the  privilege  of  going  to  the  city.  Only 
the  most  trusted  patients  and  those  who  are  thoroughly  well  known 
should  be  permitted  this  privilege  without  an  attendant,  and  then 
only  at  infrequent  intervals.  Patients  who  have  relatives  in  the 
city  or  friends  whom  they  desire  to  visit  should  not  be  allowed  to  go 
unless  accompanied  by  an  attendant,  or  unless  said  friends  or  rela- 
tives call  at  the  hospital  for  them  and  return  them  thereto.  Patients 
who  desire  to  visit  friends  or  relatives  should  not  be  permitted  to  do 
so  unless  you  are  acquainted  with  the  fact  that  said  friends  or  rela- 
tives desire  to  have  tne  patient  call,  and  are  willing  to  receive  them. 
We  should  not  permit  our  patients  to  inSict  themselves  upon  others 
by  not  knowing  these  facts. 

Careful  attention  should  be  paid  to  the  enforcement  of  the  rule  that 
patients  going  to  the  city  are  not  to  visit  any  of  tiie  departments;  and 
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the  abuse  of  liquor  should  meet  in  every  inst&Dce  with  TigoroiiB 
trputiLient  and  turtailnient  of  privileges. 

1  wish  you  would  be  more  cureml  in  the  m8lt«r  of  pennitiing 
patients  to  have  mouBy,  Often  patients  who  can  be  trusted  to  liftve 
money,  so  far  as  any  purpoeetheymayput  it  to.mayheof  sufficieatly 
weak  in  mind  to  allow  a  vieioua  patient  to  pit  iho  money  away  from 
them.  I  think  it  rarely  nec.easary  that  a  patient  have  more  than  » 
small  amiiuiit  of  change  about  him,  and  would  suggest  instead  of 
issuing  monoy  (hat  the  wants  of  the  several  patients  be  asctrtaim^ 
and  atteniliuil'^  liftiiiled  to  buy  such  articles  of  food,  tobaoco,  eK-.,  as 
tliiv  niiiv  desire,  the  proper  amount  being  chaj:getl  against  them  in 
this'  ullice. 

Wm.  a.  White,  Superinfendmt 


ih  bs  pbi80vsu. 

Afro.  6,  1004. 

Til  the  wMicnl  staff: 

Ilercaftor  no  jmlient  who  is  a  prisoner  under  arntonce  is  to  b« 
givi'n  parole,  and  all  male  prisoners  are  to  be  confint-d  in  Howard 
Tlall.     Any  auih  who  are  not  at  present  in  Howard  Hall  are  to  l« 

lni[i>(ferred  there  iiiimediatel}". 

In  the  case  of  fecnnlo  prisoners,  same  rule  as  to  parole  must  bold 
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In  the  event  of  a  correspondent  inquiring  about  more  than  one 
patient,  a  separate  letter  must  be  written  in  regard  to  each  patient 
so  that  the  copy  of  the  reply  may  be  filed  with  each  case,  and  the 
body  of  the  letter  will  show  that  more  than  one  patient  has  been 
inquired  about,  so  that  the  original  letter  of  inquiry  may  be  found, 
thus:  "Your  letter  of  the  7th  instant  inquiring  aoout  your  two  sons, 
John  G.  and  James  J.  Smith    *     *     *     /' 

In  consulting  correspondence  I  desire  that  you  will  ask  the  record 
clerk,  Miss  Weser,  to  get  you  any  letters  you  may  desire,  and  when 
you  have  finished  usingthem  return  them  to  her  and  do  not  attempt 
to  file  them  yourself.  The  record  clerk  is  responsible  for  these  files  and 
if  used  by  many  people  mistakes  are  sure  to  be  made  in  replacing 
folders,  and  from  the  nature  of  the  case  these  mistakes  may  result  in 
very  considerable  embarrassment. 

Wm.  a.  WnrrE,  Superintendent. 


m  se  absence  to  12  o'clock. 

November  4,  1904. 
To  ike  medical  staff: 

In  re  the  request  of  a  few  days  since  from  the  nurses  and  attend- 
ants for  privilege  to  remain  away  from  the  hospital  until  12  o'clock 
each  alternate  night,  I  have  to  say  after  careful  consideration  and 
after  reviewing  the  opmions  of  the  various  members  of  the  staff  that 
I  do  not  believe  it  to  oe  to  the  interests  of  the  hospital  and  the  welfare 
of  the  patients  to  grant  said  request.  An  employee  who  is  permitted 
leave  n-om  the  hospital  until  12  o'clock  can  hardly  get  to  bed  and 
asleep  before  1.  If  he  must  arise  at  6  the  following  morning  his  rest 
has  been  entirely  inadequate.  Lack  of  rest  for  an  occasional  night 
in  this  way  is  not  a  serious  matter  but  if  frequently  repeated  the 
attendant  is  unfitted  for  the  proper  performance  of  his  duty — ^par- 
ticularly is  he  unable  to  cope  witn  the  annoyances  of  ward  work  in 
such  a  way  as  to  leave  him  iree  from  the  irritability  that  lack  of  rest 
produces,  and  I  feel  sure  that  this  sort  of  irritabihty  is  the  starting 
point  of  unkindness  toward  the  patients. 

Under  the  present  rule  each  nurse  and  attendant  is  permitted  one 
night  in  the  week  absence  from  the  hospital  imtil  12  o'clock,  which 
can  be  rec^uested  of  the  physician  in  chaise  of  their  service.  It  is 
entirely  within  the  discretion  of  the  various  medical  officers  to  grant 
an  adoitional  absence  imtil  midnight  when  the  reasons  offered  seem 
to  warrant  such  action.  This  keeps  the  whole  matter  entirely  imder 
control  of  the  physician  so  that  each  physician  in  charge  of  service 
is  in  a  position  to  know  which  of  his  employees  are  staying  out  late 
with  too  great  frequency  and  thus  control  the  situation.  The  request 
of  the  nurses  and  attendants  was  practically  to  be  free  from  this 
control.  I  do  not  believe  it  would  be  wise  to  grant  this  freedom. 
It  seems  to  me  that  with  the  discretionary  power  to  grant  such  addi- 
tional leaves  as  may  appear  to  be  warranted  that  those  who  desire  to 
properlv  use  their  privilege  of  being  away  from  the  hospital  can  do 
80,  ana  that  the  restriction  placed  upon  them  is  restriction  which 
applies  in  the  main  to  those  who  woidd  abuse  the  privilege. 

Wm.  a.  Whtte,  SuperintendenL 
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December  17,  1904. 

To  (he  mediral  nt'iff: 

I  de.sire  that  al  all  assemblages  of  patients,  especially  those  wxm- 
ring  in  the  chapel,  some  medical  officer  should  be  present,  la  casi- 
of  accident  or  some  unexpected  disturbance  arising  it  seems  ti)  me 
quite  necessary  that  some  officer  of  the  institution  having  authority 
to  take  chai'ge  of  the  situation  should  be  present.  During  the  raoutlis 
of  July  and  August  there  are  practicaliynever  any  occosioas  when  the 
patients  are  asseniblfd  together  oa  they  are  during  the  winter  moulli* 
at  chapel  and  entrrliiinments.  I  therefore  think  that  the  best  way 
to  brinf;  abimt  an  ai  inngement  which  will  be  easy  to  remember  and  to 
insure  tlie  ciirryiii^r  out  of  my  desires  would  be  to  assign  two  months 
each  of  tlio  remitiniii^  ten  months  to  each  of  the  five  hospital  servicre 
ar-  fnlliiwy:  Ndvi'iiiinT  and  December,  Doctor  Stack;  January  anii 
Fi'liruiiLy,  Itiictuc  (.'lark;  March  and  April,  Doctor  Logie;  May  iuul 
Junt',  Doctor  Tuner,  and  September  and  October,  Doctor  ilumnwr. 

It  is  uinli>rstnnd  that  the  officer  in  charge  of  the  service  as  naniwi 
will  be  n's|>i)!isiblc  tor  seeing  that  some  physician  is  present  both  upuii 
offiisiun  of  (.-hapt'l  services  and  entertainments.  He  may  either  be 
present  himself  or  assign  hisjimiof  to  the  duty.  There  is  no  objctlion 
to  the  different  inecnbera  substituting  to  any  extent  they  may  dcein"- 

(>n  tlie  occasion  of  any  assemblage  of  patients  occurring  during  July 
and  Augyyt  or  nny  extraordinary  or  unusual  condition  not  covfrwi 
bv  tlirse  LHstrnctioris.  us.si?nment  of  a  Dhvsician  to  dutv  is  to  be  mute 
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NSBUBSBICnT  OF  PBV8I0V  MOHET  PAID  TO  THE  BUPEElHTKIIDJtllT  OF  THE 
OOYEBinEEHT  HOSPITAL  FOB  THE  lESAHE,  XTHDEB  THE  ACT  APPBOVED 
FSBBVABT  80^  1905. 

Depabtmbnt  of  the  Intebioe, 

Wdshingtonf  November  16,  1905. 

The  following  general  rules  are  prescribed  in  confomiity  with  the 
requirements  of  tne  act  of  Congress,  approved  February  20,  1905,  for 
observance  in  the  disbursement  of  pension  money  paid  to  the  super- 
intendent of  the  Government  Hospital  for  the  Insane: 

1.  All  moneys  received  by  the  superintendent  under  this  act  shall 
be  deposited  by  him  in  the  United  States  Treasury  to  his  account  as 
agent,  and  his  bond  in  that  capacity  shall  include  the  faithful  custody 
and  disbursement  of  all  funds  so  received. 

2.  He  shall  on  or  before  the  15th  of  each  month  render  a  certified 
statement,  in  dupUcate,  to  the  Secretary  of  the  Interior,  showing  the 
state  of  this  fund  at  the  close  of  the  preceding  month,  together  with  a 
detailed  statement  giving  the  individual  amoimts  received  and  ex- 
Dfflided  on  accoimt  of  each  pensioner;  the  dupUcate  statement  to  be 
forwarded  to  the  Secretary  of  the  Treasury  for  the  information  of  the 
proper  auditing  officer  of  nis  Department. 

3.  The  superintendent  shall  keep  a  separate  account  with  each 
pensioner  showing  the  amoimt  of  money  received  and  expended,  said 
account  to  be  aumted  semiannually  by  a  committee  appomted  by  the 
Secretary  of  the  Interior. 

4.  The  pension  money  shall  be  disbursed  and  used  for  three  general 
purposes,  m  order  as  follows: 

Siist.  For  the  benefit  of  the  pensioner. 
Second.  For  the  benefit  of  relatives  entitled  imder  the  law. 
Third.  To  reimburse  the  hospital  for  the  pensioner's  board  and 
maintenance. 

5.  There  shall  be  reserved  from  each  pension  an  amount,  not  to 
exceed  one-sixth  thereof,  to  be  expended  in  the  purchase  of  such 
articles  as  may  be  required  for  the  pensioner's  welfare  and  which  are 
not  provided  from  the  regular  hospital  funds,  or  otherwise  for  the 
pensioner's  benefit.  The  remaiader,  after  payment  therefrom  for  the 
Denefit  of  relatives,  if  any,  as  hereiaafter  provided,  shall  be  charged 
with  the  pensioner's  board  and  maintenance  iq  the  hospital,  and  any 
balance  tnen  remaining  shall  be  placed  to  the  pensioner's  credit  on 
the  books  of  the  hospital. 

6.  The  pension  bemg  at  the  rate  of  $12  or  less  per  month,  the  entire 
remainder,  after  reservation  for  the  pensioner's  benefit  as  provided 
in  paragraph  5,  will  be  paid,  in  the  case  of  a  male  pensioner,  to  his 
dependent  wife,  minor  children,  or  parents,  in  the  order  named;  in 
the  case  of  a  female  pensioner,  to  her  dependent  minor  children. 

7.  The  rate  of  pension  being  greater  than  $12  but  not  exceeding  $20 
per  month,  the  dependent  wife,  minor  children,  or  parents,  iq  the  order 
named  in  the  case  of  a  male  pensioner,  or  the  dependent  minor  chil- 
dren, in  the  case  o^a  female  pensioner,  shall  receive  not  less  than  $10 
per  month. 

8.  The  rate  of  pension  being  in  excess  of  $20  per  month,  the  depend- 
ent wife,  minor  children,  or  parents,  in  the  order  named  in  the  case 
of  a  male  pensioneri  or  the  aependent  minor  children  in  the  case  of 
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a  female  pensioner,  shall  receive  an  amount  equal  to  one-half  the 
entire  pension. 

9.  It  the  wife  or  minor  children  of  a  male  pensioner,  or  the  minor 
children  of  a  female  pensioner,  be  not  in  fact  dependent  upon  the 
pensioner  in  any  degree  for  a  support,  she  or  they  shall  receive  no 
greater  than  one-half  the  amount  payable  in  case  of  her  or  their 
dependence. 

10.  Any  unexpended  balance  of  pension  money  reserved  for  the 

Eensioners  benent^  and  any  pension  money  to  his  or  her  credit  on  the 
ooks  of  the  hospital  shall  oe  paid,  in  the  event  of  the  pensioner's 
discharge  from  the  hospital,  to  the  pensioner,  or  to  his  or  her  law-ful 
guardian,  or  in  the  event  that  the  pensioner  ia  returned  to  a  Branch 
of  the  National  Home  for  Disablea  Volunteer  Soldiers,  to  the  treas- 
urer of  such  branch.  In  the  event  of  the  pensioner's  death  while  an 
inmate  of  the  hospital,  the  same  shall  be  paid,  in  the  case  of  a  male 
pensioner,  to  his  widow,  or  if  there  be  no  widow,  to  his  minor  children, 
and  in  the  case  of  a  female  pensioner,  to  her  minor  children.  If  there 
be  no  widow  nor  minor  children  entitled  to  payment  of  such  balance  of 
pension  money,  it  shall  be  applied  to  the  general  uses  of  the  hospital. 

11.  All  q^uestions  alTecting  the  right  of  claimants  for  a  share  of  the 
pension  of  inmates  of  the  hospital  3iall  be  determined  upon  evidence 
to  be  submitted  to  the  Commissioner  of  Pensions  in  accordance  with 
the  practice  as  governed  by  rulings  adopted  or  opinions  rendered  from 
time  to  time.  The  findings  of  the  Commissioner  of  Pensions  upon 
such  evidence  shall  be  submitted  for  the  approval  of  the  Secretary 
of  the  Interior,  and  upon  their  transmission  to  the  superintendent  of 
the  hospital  with  sucn  approval,  shall  be  accepted  by  him  to  control 
the  disbursement  of  the  pension  under  the  law  and  these  regulations. 

12.  The  annexed  "Table  of  monthly  and  quarterly  division  of  rates 
of  pension  under  the  act  of  February  20,  1905,"  is  hereby  made  a 
part  of  these  regulations  to  serve  as  a  guide  in  determining  in  each 
case  the  respective  amounts  to  be  reserved  for  the  pensioner's  benefit, 
to  be  paid  to  relatives  entitled,  and  to  be  subject  to  charge  for  pen- 
sioner s  board  and  maintenance.  The  per  month  amounts  given 
therein  will  be  used  only  in  the  disposition  of  pensions  for  periods 
less  than  one  quarter,  and  any  unusual  rates  of  pension  not  included 
will  be  divided  as  nearly  as  may  be  in  the  same  proportions  as  therein 
observed. 

Thos.  Ryan, 
Acting  Secretary  of  the  Interior. 
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OBOAHIZATIOV  AND  8ALABT  UBT. 

Anniud  and  monthly  wages. 

WAGES  PER  ANNUM. 


SUPEBINTENDENT  AND  STATT. 


Superintendent 

First  assistant  physician 

Second  assistant  physician 

Assistant  physicians 

Pathologist ^ 

Clinical  director 

Woman  assistant  physician 

Junior  assistant  physician 

Night  medical  officer  (grade  of  junior  assistant  physi- 
cian)   

Medical  internes 


Male. 


Minimum. 


$4,000.00 
2,000.00 
1,500.00 
1,200.00 


900.00 

900.00 
600.00 


Maximum. 


$4,000.00 
2.500.00 
2,000.00 
1,500.00 
2,000.00 
2,000.00 


i,2oaoo 

1,200.00 
600.00 


Female. 


Minimum. 


Max  m  m. 


i,6oaoo 


WAGES  PER  MONTH. 


Office  force: 

Chief  clerk: 

$ioaoo 

$136.00 

Time  and  pay  clerk 

165.00 

Copyist  and  pay  clerk 

oaoo 

Bill  clerk 

50.00 

File  clerk 

4a  00 
4a  00 

6a  00 

Record  clerk 

6a  00 

Secretary  to  superintendent 

G&OO 

Stenofirrapher  and  tynewriter 

4a  00 

40i00 

Pension  clerk,  etc 

100.00 
65.00 
60.00 

125.00 

l&OO 
30  00 
35.00 
35.00 
40.00 
45.00 
50.00 
60.00 
36.00 
40.00 

Clerk-typewriter 

Civil-service  clerk,  etc 

Attendants,  nurses,  and  supervisors: 

Probationers 

$18.00 
20.00 
25.00 
25.00 
3a  00 
35.00 
35.00 
40.00 

14.00 
l&OO 

2a  00 
2a  00 

26.00 
30.00 
30.00 
35  00 

14.00 

Attendants .* 

2&.00 

Charge  attendants 

aaoo 

Nurses 

saoo 

Charse  nurses 

3a  00 

Chief  nurses 

4a  00 

Assistant  supervisors 

4a  00 

Supervisors 

6a  00 

Special  attendants 

aaoo 

Bath  master 

Bath  mistress 

3&00 

Matron 

oaoo 

7a  00 

Housekeeper 

aaoo 

Kitchen  service: 

Chef 

oaoo 
4a  00 

26.00 

laoo 

7a  00 

Head  cook 

6a  00 

Cook 

aaoo 

Assistant  cook 

16.00 
2a  00 

20.00 
25.00 

35.00 
30.00 
18.00 

60.00 
40.00 

aaoo 

Truckman 

Kitchen  flreman— 

Main  Idtchen 

«••••••••••* 

Other  kitchims 

20.00 
1400 

Kitchen  helpers 

13.00 

laoo 

Bakery: 

Head  baker x 

Assistant  \)aker 

35.00 

DomMtic  department: 

14.00 
14.00 
12.00 

16.00 

Chambermaid 

16.00 

Ward  helper 

12.00 

Industrial  department: 

Mattress  maker 

46.00 
30.00 

Harness  maker 

SewinK  room 

ao.oo 

ao.oo 

Clothinjr  clerk 

ao.oo 

14.00 

18.00 

Storekeeper. 

125.00 

60.00 

100.00 

76.00 
30.00 

Asilstani  storekeeper 

Steward 

....••■•••     '  -.- 

Laun4oi^  department: 

Forenian  of  laiindrv ,...,......-,.... 

I^tunderer 

20.00 

Lanndreas ..'......'. 

i3.o6 

aaoo 
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Incnflse  of  waeea  of  aasistant  phyaicians  from  minimum  to  mBximum  shall  be  made 
U  the  rate  of  |100  at  the  end  of  each  vear  of  ciMitinuous  t>er\-ice  until  limit  is  reached. 

Tlie  period  of  probation  for  attendaots,  nurses,  and  aupLTvisors  ehall  be  the  firat  bit. 
montha.    All  advaocea  in  the  above  ecale  of  wageB  from  minimaoi  to  muAm'tuii  m 
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each  Grade  to  be  made  at  the  rate  of  $2.60  for  each  six  monthB  of  continuous  service 
until  limit  is  reached. 

Female  attendants  and  nurses  on  duty  in  male  wards  to  receive  $2.50  extra  each  per 
month. 

Employees  who  render  musical  service  in  the  band  or  choir  to  receive  $2.50  extra  each 
per  month. 

All  advances  in  salaries  to  date  itom  the  first  of  the  month  next  following  change  in 
pay  or  employment,  unless  the  same  occur  on  the  first  of  any  month. 

The  designation  special  attendant  shall  apply  to  an  attendant  who  is  engaged  in 
performing  duty  of  tne  character  of  skilled  laborer  or  who  is  detailed  for  some  special 
assignment. 

"nie  designation  bath  master  and  bath  mistress  shall  apply  to  those  employees  having 
charge  of  the  hydrotherapeutic  departments  of  their  respective  buildinpis. 

Increase  of  wae es  of  matron  from  minimum  to  maximum  shall  be  at  the  rate  of  $2.50 
at  the  end  of  esu^  six  months  of  continuous  service  until  limit  is  reached. 

The  designation  housekeeper  shall  apply  to  the  employee  having  charge  of  the  nun^es* 
home. 

The  designation  chef  shall  apply  to  the  employee  having  general  supervision  of  the 
various  kitchens  of  the  hospitsu  and  their  operations. 

Tlie  desi^ation  head  cook  shall  apply  to  the  employee  having  charge  of  the  cooking 
operations  m  the  main  kitchen. 

The  designation  cook  shall  apply  to  those  employees  having  charge  of  one  or  several 
of  the  smaller  or  detached  kitchens.  Increase  of  wages  of  chef,  hcSwi  cook,  and  cook 
from  minimum  to  maximum  shall  be  at  the  rate  of  $2.50  at  the  end  of  each  six  months 
of  continuous  service  until  limit  is  reached. 

The  desi^ation  assistant  cook  shall  apply  to  those  employees  serving  on  cooking 
operations  m  the  various  kitchens  who  are  under  the  supervision  of  those  having  charge 
thereof. 

The  designation  truckman  shall  apply  to  those  employees  having  chaxge  of  the  food 
cars  and  their  operation  in  the  principal  kitchens.  Increase  of  wages  of  truckman 
from  minimum  to  maximum  shall  be  at  the  rate  of  $2.50  for  each  six  months  of  con- 
tinuous service  until  limit  is  reached. 

Increase  of  wages  of  kitchen  fireman  from  minimum  to  maximum  shall  be  at  the  rate 
of  $2.50  at  the  end  of  each  six  months  of  continuous  service  until  limit  is  reached. 

Increase  of  wages  of  kitchen  helpers — male  and  female — from  minimum  to  maxi- 
mum shall  be  at  the  rate  of  $2  at  the  end  of  each  six  months  of  continuous  service  until 
limit  is  reached. 

Increase  of  wages  of  assistant  bakers  from  minimum  to  maximum  shall  be  at  the  rate 
of  $2.50  at  the  end  of  each  nix  months  of  continuous  service  until  limit  is  reached. 

Increase  of  wages  of  waitress  and  chambermaid  from  minimum  to  maximum  shall 
be  at  the  rate  of  $2  at  the  end  of  each  six  months  of  continuous  service  until  limit  is 
reached. 

The  designation  ward  helper  shall  apply  to  those  employees  engaged  in  merely  laborer 
service  as  domestics  upon  the  various  wards  who  are  not  withm  the  classification  of 
waitress  or  chambermaid.    , 

Increase  of  wages  of  seamstress  from  minimum  to  maximum  shall  be  made  at  the  rate 
of  $2  at  the  end  of  each  six  months  of  continuous  service  until  limit  is  reached. 

Increase  of  wages  of  launderer  and  laundress  from  minimum  to  maximum  shall  be 
mskde  at  the  rate  of  $2.50  at  the  end  of  each  six  months  of  continuous  service  for  laun- 
derer and  at  the  rate  of  $2  at  the  end  of  each  six  months  of  continuous  service  for  laun- 
dress until  limit  is  reached. 

Increase  of  wages  of  dairyman  from  minimum  to  maximum  shall  be  made  at  the  rate 
of  $2.50  at  the  end  of  each  six  months  of  continuous  service  until  limit  is  reached. 

The  classification  of  assistant  engineer,  third  grade,  will  include  the  position  hereto- 
fore classified  as  assistant  engineer,  second  grade,  and  the  classification  of  head  fireman 
will  include  the  position  heretofore  classified  as  water  tender. 

When,  for  any  reason,  an  employee  is  transferred  from  one  department  to  another 
department,  he  shall  be  paid  as  if  a  new  employee  in  the  department  to  which  he  is 
trajosferred — at  the  minimum  rate  of  wage. 
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bule8  and  beoulati0n8. 

Department  of  the  Interior, 

WashingtoUy  D,  0.,  July  1, 1898. 

The  officers  and  employees  of  the  hospital  shall  consist  of  1  sur- 
geon in  chief,  1  assistant  surgeon,  who  shall  be  the  executive  officer 
of  the  hospital;  4  internes,  1  clerk,  1  assistant  to  clerk,  1  pharmacist, 
1  assistant  to  pharmacist,  1  matron,  1  en^eer,  1  directress  of  nurses, 
who,  b^  virtue  of  her  omce,  shall  likewise  act  as  superintendent  oi 
the  traming  school  for  nurses  in  the  hospital;  30  female  nurses,  to  be 
known  as  pupil  nurses;  1  surgical  female  nurse,  1  surgical  male  nurse, 
1  medical  male  nurse,  1  steward,  1  head  cook,  4  cooks,  2  dishwashers, 
8  wmiters,  1  teamster,  1  ambulance  driver.  2  watchmen,  1  gateman, 
1  head  bumdress,  7  laimdresses,  1  skilled  laborer,  4  laborersi  1  mes- 
eenger. 

the  surgeon  in  chief. 

The  surgeon  in  chief  shall  have  administrative  supervision  over  the 
foice  of  the  hospital,  and  he  shall  admit  patients  mto  the  hospital, 
sobject  to  the  rules  herein  provided.  The  duties  of  all  officers  con- 
nected with  the  hospital  shall  be  performed  imder  his  supervision  and 

ASSISTANT  SURGEON. 

The  assistant  surgeon  shall  supervise  the  record  kept  hj  the  clerk 
of  the  names  of  all  patients,  with  their  ages,  sex,  race,  nativity,  resi- 
dence, emplovment,  date  of  admission,  discharge,  elopement  or  death, 
and  result  of  treatment,  and,  in  cases  of  death,  the  disposition  of 
remains. 

He  shall  cause  the  wards  of  the  hospital  to  be  specially  fumigated 
and  the  mattresses  renovated  from  tmie  to  time,  as  occasion  may 
reouire. 

He  shall  see  that  the  special  diet  ordered  for  patients  by  the  attend- 
in^hysicians  is  properly  prepared  and  served. 
^^fo  shall  duly  visit  and  mspect  the  wards,  kitchen,  laundry,  engine 
room,  and  all  other  departments  of  the  hospital. 

He  shall  keep  a  press  copy  of  the  official  correspondence^  including 
all  written  information  furnished  relatives  or  others,  of  patients.  All 
official  correspondence  sent  out  from  the  hospital  shall  be  over  the 
flimature  of  tne  surgeon  in  chief. 

jSe  shall,  in  the  ausence  of  the  surgeon  in  chief,  perform  the  duties 
of  that  officer. 
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INTERNES. 

The  internes  entering  upon  duty  in  the  hospital  wiU  be  assigned  to 
their  service  and  wards  by  an  ordTer  from  the  sui^eon  in  chief. 

Their  respective  terms  of  service  in  each  department  shall  be  regu- 
lated so  that  each  interne  will  obtain,  in  numerical  order,  the  same 
quota  of  work. 

Internes  shall  visit  their  respective  wards  at  least  three  times  dailj 
and  as  much  of tener  as  necessary,  and  shall  be  prepared  to  report  the 
condition  of  their  patients  to  the  surgeon  in  chief  or  the  visiting  mem- 
bers of  the  staff. 

The  internes  shall  accompany  the  visiting  members  of  the  staff  in 
visits  to  their  respective  wards,  rendering  wlmt  assistance  is  necessary, 
and  carrying  out  their  orders. 

The  internes  shall  prescribe  for  or  treat  patients  only  under  the 
direction  of  the  sui^eon  in  chief,  his  assistant,  or  the  visiting  staff, 
save  that  they  are  expected  to  prescribe  in  emergencies. 

They  shall  see  that  all  medicines  are  taken  promptly  and  adminis- 
tered with  the  greatest  care. 

They  shall  report  to  the  attending  physician  or  sui^eon  at  each  visit 
to  the  patient  all  medicines  ordered  m  the  ward  in  their  absence,  and 
see  that  such  medicines  are  recorded  in  a  book  provided  for  the  same. 

The  internes,  when  writing  a  prescription,  ordering  drugs  or  liquors, 
etc.,  shall,  in  accordance  with  the  general  rules  of  the  hospital,  on  each 

Prescription  state  clearly,  in  writing,  the  date,  name  of  patient,  num- 
er  of  ward,  and  full  directions. 

No  interne  shall  be  absent  during  the  hours  the  attending  physi- 
cians and  surgeons  make  their  regular  rounds.  No  interne  shau  absent 
himself  for  more  than  one  hour  without  permission  from  the  surgeon 
in  chief  or  his  assistant  (the  executive  omcer).  Not  more  thaji  two 
internes  shall  be  absent  at  the  same  time.  All  absences,  for  whatever 
time,  shall  be  noted  by  the  interne  himself,  before  leaving,  upon  a  book 
prepared  for  that  purpose,  showing  the  time  of  departure,  and  on  his 
return  he  shall  likewise  note  the  hour  thereof. 

They  shall  be  responsible  for  all  instruments  in  their  respective 
wards.  A  correct  inventory  shall  be  furnished  the  surgeon  in  chief 
in  a  transfer  from  one  service  to  another,  countersigned  by  their 
successor. 

They  shall  hold  a  post-mortem  only  by  permission  of  the  surgeon  in 
chief,  after  consent  from  relatives  or  friends. 

Cases  requiring  consultation  shall  be  reported  to  the  surgeon  in 
chief,  who,  with  the  visiting  member  of  the  staff,  shall  call  in  me  con- 
sultant, if  deemed  necessary. 

No  interne  shall  have  friends  remain  during  a  night  or  take  meals  in 
the  hospital. 

The  mtemes  may  treat  minor  cases  of  surgery  of  outside  patients 
applying  for  treatment  who  are  not  fit  cases  for  admission.  Such 
cases  treated  must  be  reported  in  a  book  provided  for  the  purpose, 
with  the  time,  name,  age,  sex,  nativity,  occupation,  residence,  nature 
of  case,  and  treatment. 

An  interne  serving  in  the  obstetrical  department  shall  not  confine  a 
patient  without  the  consent  of  the  surgeon  in  chief  or  the  attending 
obstetrician.  He  shall  allow  no  medical  student  to  visit  the  wara 
without  the  consent  of  the  surgeon  in  chief « 
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They  shall  see  that  proper  care  and  attention  are  giyen  to  erery 
patient;  and  shall  report  any  neglect  on  the  part  of  the  nurses  or 
attendants. 

They  shall  see  that  a  complete  clinical  record  is  kept,  including  age, 
nativity,  probable  diagnosis,  history  of  family,  past  and  present 
symptoms,  treatment,  and  result  of  all  patients  admitted  in  their 
waras.  This  record  is  to  be  kept  by  means  of  a  chart  provided  for  the 
purpose,  which  shall  bfe  retained  for  reference.  They  shall  also  keep 
a  record  of  all  autopsies. 

Any  patients  who  are  insolent  or  refuse  treatment  must  be  reported 
to  the  surgeon  in  chief  for  investigation  and  action.  Any  complaints 
or  grievances  which  they  might  have  must  be  entered  on  a  book  pro- 
vided for  that  purpose  and  sent  to  the  surgeon  in  chief  for  adjudi- 
cation. 

The  internes  must  take  their  meals  within  the  prescribed  hours, 
except  in  cases  of  emei^ency. 

They  shall  not  engage  in  any  business  other  than  that  of  the  hospital 
nor  shall  they  be  permitted  to  practice  their  profession  outside  or  the 
hospital. 

They  shall  not  demand  or  accept  a  fee  for  any  service  rendered  in 
connection  with  their. duties  while  in  the  hospital.  They  shall  receive 
no  compensation  for  signing  pension  papers  or  any  legal  documents. 

They  shall  not  report  for  medical  or  other  journals  without  permis- 
sion from  the  surgeon  in  chief;  nor  shall  they  communicate  any  infor- 
mation respecting  the  hospital  or  their  patients  to  newspapers  or 
reporters  without  obtaining  the  consent  or  the  surgeon  in  cnief . 

Thev  shall  not  take  students  through  the  wards  except  when  accom- 

Eaniea  by  the  attending  physician  or  surgeon  in  his  regular  round  or 
y  special  permission  from  the  surgeon  in  chief. 

No  preparation  for  an  operation  of  anv  kind  will  be  made  without 
a  written  order  from  the  surgeon  in  chier. 

All  relations  between  the  mtemes  and  nurses  must  be  strictly  pro- 
fessional. No  social  intercourse  of  any  kind  will  be  permitted'  in  the 
ho|spital.     The  internes  shall  not  make  social  visits  to  other  wards. 

They  are  not  permitted  to  take  lunches  in  the  diet  kitchen.  Excep- 
tion will  be  made  where  it  is  necessary  that  the  internes  are  required  m 
emergencies  to  stay  up  all  night. 

Thev  shall  register,  m  their  own  handwriting,  on  the  prescription  or 
order  Dook  in  their  respective  wards  all  medicmes,  remedies,  and  diets 
that  may  be  ordered  for  the  patients,  and  in  no  case  shall  verbal  orders 
as  to  these  be  given. 

They  shall  visit  each  new  admission  to  their  wards  immediately 
upon  being  notified. 

In  all  cases  of  assault  with  intent  to  kill,  in  all  cases  of  criminal 
abortion,  and  in  all  cases  where  the  injury  to  the  patient  may  become 
cognizable  in  the  criminal  courts,  where  dangerous  symptoms  super- 
vene, the  interne  shall  immediately  notify  the  surgeon  in  chief  or  his 
assistant. 

They  shall  promptly  notify  the  surgeon  in  chief  or  his  assistant 
when  the  issue  in  any  case  in  their  respective  wards  is  likely  to  prove 
fatal. 

No  operation,  except  as  may  be  designated  by  the  surgeon  in  chief, 
shall  be  performed  by  the  internes.    They  shall  not  employ  any 
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obstetrical  instrument  with  a  view  to  delivery,  unless  under  the 
supervision  of  the  obstetrician  or  surgeon  in  charge  of  the  hospital,  or 
make  a  vaginal  examination  except  a  nurse  be  present. 

OLERE. 

It  shall  be  the  duty  of  the  clerk  to  keep  in.  a  proper  manner  all  books 
and  other  records  of  the  hospital,  including  a  register  of  patients 
received,  discharged,  and  deceased,  their  names,  age,  sex,  place  of 
birth,  present  residence  and  nature  of  illness,  the  name  and  residence 
of  nearest  relative  or  friend,  date  of  reception  and  discharge  of 
patients,  and  an  alphabetical  list  thereof. 

He  shall  have  charee  of  all  correspondence  of  the  hospital,  and  keep 
a  proper  record  of  all  letters  sent  and  received. 

He  shall  keep  a  proper  ledger  account  of  the  several  subdivisions  of 
appropriations  made  annualfy  for  the  hospital,  and  debit  said  appro- 
priations with  all  expenditures  appertainmg  thereto.  He  shall  pre- 
Eare,  iq  tripUcate,  all  vouchers  of  purchases  made  on  accoimt  of  the 
ospital;  including  monthly  pay  rolls.  The  original  and  dupUcate  of 
said  vouchers,  after  receiving  the  approval  of  the  surgeon  in  chief, 
shall  be  forwarded  to  the  District  Commissioners  for  payment.  The 
tripUcate  voucher  shall  be  retained  by  said  clerk  and  placed  on  the 
files  of  his  office. 

He  shall  keep  a  duly  stubbed  record  of  all  requisitions  made  on  the 
District  Commissioners  for  supplies  for  the  hospital.  All  such  requisi- 
tions shall  be  issued  by  said  clerk,  on  the  approval  of  the  surgeon  in 
chief. 

He  shall  receive,  properly  check,  and  enter  in  a  stubbed  receipt  book 
to  be  kept  for  that  purpose,  all  suppUes  ordered  by  and  received  at  the 
hospital  and  give  a  receipt  to  the  aeUverer  of  the  same  when,  after  an 
iQspection,  weighing  or  measurement,  or  an  examination  as  to  quan- 
tity or  quaUty,  the  supplies  so  delivered  are  foimd  to  be  correct. 

He  shall  have  personal  charge,  under  the  supervision  of  the  surgeon  in 
chief,  of  the  hospital  storerooms,  and  keep  a  record  of  supplies  received 
and  stored  therein.  Requisitions  for  supphes  to  be  drawn  from  said 
storerooms  for  use  id  any  branch  of  the  hospital  must  be  made  on  tJie 
clerk.  The  persons  so  drawing  suppUes  shall  rive  to  the  clerk  a 
proper  receipt  for  the  same,  and  this  receipt  shall  oe  properly  entered 
m  tne  clerk's  office  on  a  record  to  be  kept  for  that  purpose.  Requisi- 
tions, however,  for  such  suppUes  shall  m  every  case  be  approved  by 
the  surgeon  in  chief. 

He  shall  keep  a  record  of  all  hospital  property  and  make  Quarterly 
return  of  the  same  to  the  surgeon  in  chief,  who  in  turn  shall  submit  the 
same  to  the  Secretary  of  the  Interior  at  the  end  of  each  quarter  of  the 
calendar  year. 

He  shall  make  record  of  all  articles  received  by  him  from  patients 
when  entering  the  hospital  for  treatment  and  turn  the  same  over  to 
such  patients,  on  demand,  when  leaving  the  hospital,  taking  their 
receipt  for  same,  and  making  due  entry  thereof.  Snould  he  be  m  pos- 
session of  articles  of  value,  money,  etc.,  of  patients  who  die  at  the  nos- 
pital  and  no  claimants  appear  and  claim  the  effects  of  the  deceased,  he 
shall  turn  over  such  articles  or  money  to  the  proper  District  authori- 
ties for  such  legal  disposition  as  they  may  direct.  He  shall,  whenever 
it  may  become  necessary  to  dispose  of  old  worn-out  and  useless  prop- 
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erty  of  the  hospital,  kitclien  grease,  or  other  matter  of  refuse,  notify 
the  District  authorities,  through  the  surgeon  in  chief,  of  such  accumu- 
lations, with  the  request  that  they  make  proper  disposition  of  the 
same. 

Upon  the  death  of  a  patient  he  shall  make  record  of  the  same  and 
immediately  notify  the  relatives  or  friends  of  the  deceased. 

He  shaU  perform  any  other  duties  appertaining  to  his  office  which 
may  be  directed  by  the  surgeon  in  chief. 

The  clerk  shall  make  report  to  the  steward  at  the  beginning  of  each 
day  the  number  of  persons  to  be  catered  for  daily. 

PHARMACIST. 

The  pharmacist  shall  reside  in  the  hospital  and  shall  never  lodge  out 
of  the  nouse.  He  shall  not  be  absent  without  the  permission  of  the 
surgeon  in  charge  of  the  hospital,  and  shall  not  engage  in  any  other 
busmess,  but  devote  his  whole  time  to  the  duties  of  his  office. 

He  shall  have  the  immediate  care  and  custody  of  all  drugs,  medicines, 
and  other  articles  belonging  to  the  pharmacy,  and  be  responsible  there- 
for. He  must  be  not  less  than  21  years  of  age,  and  a  graduate  of  a 
college  of  pharmacy. 

He  shall  put  up  medicines  intended  for  each  ward  separately  and 
shall  annex  to  them  labels  containing  the  names  of  the  patients  for 
whom  they  are,  respectively,  prescribed,  the  prescription  number  and 
date  of  compounding,  with  written  or  printed  directions  for  the  use  of 
the  same,  and  shall  deliver  them  promptly  to  the  nurses  of  each  ward, 
to  be  by  them  administered  to  the  patients. 

He  shall  deliver  no  medicines  or  other  articles  unless  the  same  be 
duly  entered  upon  the  prescription  or  ordered  in  writing,  and  such 
prescription  or  written  order  shall  be  properly  signed  by  the  physician 
orderii^  the  same. 

He  shall  keep  the  drug  store  and  everything  belonging  to  it  clean 
and  in  perfect  order,  and  the  same  shall  remam  open  from  8  o'clock 
a.  m.  to  6  o'clock  p.  m.  in  his  charge.  He  shall  ooserve  economy  in 
everything  relating  to  his  department,  be  particularly  careful  in  the 
preparation  and  delivery  of  medicines,  and  permit  no  noise,  confusion, 
or  oisorder  in  his  premises. 

He  shall  be  under  the  general  supervision  and  control  of  the  surgeon 
in  chief  and  shall  follow  his  directions.  He  shall  also  perform  such 
other  duties  as  the  surgeon  in  chief  from  time  to  time  may  require  of 
him. 

All  prescriptions  for  patients  outside  the  hospital  must  be  kept  on  a 
separate  file  rrom  those  for  patients  occupying  beds  within  the  hospital. 

rJo  prescription  for  medicine  shall  be  filled  or  compounded  by  any- 
one but  the  pharmacist  or  a  competent  assistant  under  his  direction. 

All  prescriptions  must  be  correctly  dated,  numbered,  and  filed  for 
future  reference. 

No  prescription  shall  be  filled  a  second  time  except  when  written  by 
the  physician  as  a  new  prescription. 

All  medicines  for  patients  must  be  ordered  on  a  prescription  written 
by  a  physician  connected  with  the  hospital. 

AlcohoUc  liquors  must  not  be  dispensed,  except  upon  the  physician's 
written  prescription  or  order  properly  signed.    All  such  prescriptions 
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or  orders,  properly  dated,  must  disclose  the  name  of  the  patient  lor 
whom  intended  and  his  properly  designated  ward. 

All  prescriptions  or  written  orders  for  alcoholic  liquors  must  be  kept 
on  a  separate  file  and  correctly  copied  in  a  book  kept  specially  for  this 
purpose. 

All  prescriptions  must  be  promptly  filled  in  the  order  received;  no 
prescription  to  be  compounded  out  oi  the  regular  turn  except  when  so 
orderea  by  the  surgeon  in  chief. 

No  prescription  snail  be  compounded  unless  the  same  be  clearly  and 
legibly  written,  the  name  of  the  patient  for  whom  intended  written  at 
the  top  thereof,  the  directions  for  its  use  at  the  bottom,  and  signed  by 
the  physician  prescribing;  the  directions  for  the  use  of  all  medicines  to 
be  written  in  English. 

No  prescription  shall  be  compounded  unless  the  prescribing  physi- 
cian shall  have  written  at  the  top  thereof,  cleariy  and  legibly,  the  name 
of  the  patient  for  whom  intended,  and,  when  such  patient  is  an  inmate 
of  the  nospital,  his  property  designated  ward. 

The  pharmacist  must  keep  a  record  of  the  time  of  receiving  and  com- 
pounding all  prescriptions  tor  medicines  for  the  use  of  patients  in  the 
wards  oi  the  nospital. 

All  poisonous  medicines,  such  as  morphia,  strychnia,  etc.,  must  be 
kept  in  distinctively  colored  bottles  in  a  suitable  place  in  the  dnig 
room,  separate  and  apart  from  other  medicines,  and  all  such  medicines 
must  be  labeled  ''poison.'' 

The  pharmacist  shall  make  a  written  report  to  the  surgeon  in  chief 
on  the  first  of  every  month  of  the  consumption  of  wines,  liquors,  and 
alcohol  for  the  preceding  month,  and  the  consumption  thereof  for  the 
corresponding  month  of  the  preceding  year.  He  shall  also  make  a 
monthly  report  on  the  first  of  each  month  disclosing  therein  the 
increased  consumption  of  any  ingredient  or  medicine  in  his  department. 

On  the  first  of  each  month  the  pharmacist  shall  make  a  |)ersonal 
inspection  of  all  medicines  known  as  night  suppUes  kept  in  each  ward; 
all  remedies  which  have  deteriorated  t<)  be  removed  and  replaced. 

MATRON. 

The  matron  shall  keep,  in  a  record  provided  for  that  use,  an  account 
of  all  material  issued  by  lior  for  sewing  purposes,  and  what  disposition 
has  been  made  of  the  same. 

She  shall  supervise  the  household  of  the  hospital,  including  the 
laundr\^  and  linen  room.  She  shall  keep  a  record,  in  a  book  provided 
for  that  purpose,  of  all  supplies,  laundry,  clothing,  blankets,  oedding, 
etc.,  the  use  made  of  them,  and  their  final  disposition.  She  shul 
make  seraiweekly  requisitions  on  the  clerk  for  necessary  supplies  from 
the  storeroom.  She  shall  have  charge  of  the  general  sewing  of  the 
hospital,  the  making  of  bedding,  clothing,  and  other  necessary  work 
of  like  character  for  the  hospital.  She  is  charged  with  the  proper 
custody  and  economical  use  or  bedding,  dry  goods,  clothing,  household. 
and  laundry  supplies.  She  shall  have  general  charge  and  oversight  of 
the  work  oi  the  laundrv  and  of  the  collection,  washing,  and  distribu- 
tion of  clothing,  as  well  as  of  all  female  employees,  except  nurses. 

She  shall  porfonu  such  other  duties  connected  with  her  position  as 
the  surgeon  in  cliief  may  direct. 
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DIRECTRESS   OF   NURSES. 

The  directress  of  nurses  shall  have  general  supervision  oyer  the 
nurses  at  all  time^,  and  see  that  all  the  rules  of  the  hospital  are 
observed  bv  them. 

She  shall  constantly  supervise  all  nursing  work  and  shall  observe 
carefuUv  the  maimer  m  wnich  the  nurses  care  for  the  sick. 

She  shall  see  that  proper  economy  is  exercised  in  the  use  of  material 
for  surgical  operations  and  dressings.  She  shall  have  charge  of  the 
surgical  storeroom  and  shall  keep  the  executive  officer  advised  as  to 
the  needs  of  that  department. 

She  shall  have  supervision  of  the  beds  and  bedding  in  the  several 
wards  of  the  hospital  and  shall  see  that  the  nurses  attending  thereto, 
under  her  direction,  keep  the  same  in  a  perfect  condition  of  cleanliness 
at  all  times. 

She  shall  perform  such  other  duties  connected  with  her  position  as 
the  surgeon  in  chief  may  direct. 

NURSES. 

The  hour  for  rising  is  6  o'clock  a.  m. 

Before  leaving  the  home  for  the  hospital  each  nurse  must  make  up 
her  bed,  dust  and  arrange  her  room,  leaving  it  in  order  to  be  inspected 
by  visitors  at  any  time  during  the  day. 

The  hour  for  closing  the  home  is  10  o'clock  p.  m.,  and  all  inmates  are 
expected  to  be  within  doors  at  that  hour  unless  they  have  special  per- 
mission to  be  absent. 

The  lights  will  be  put  out  in  the  parlor  and  halls,  and  the  nurses 
must  retire  to  their  rooms.  The  ligiits  must  be  out  in  the  rooms  at 
10.30  o'clock  p.  m.     The  gas  must  be  out  when  a  nurse  leaves  her  room. 

Night  nurses  must  be  in  their  rooms  at  10  o'clock  a.  m.  and  remain 
there  until  6  o'clock  p.  m.  They  will  not  be  permitted  to  go  out  dur- 
ing the  day  without  permission  from  the  directress  of  nurses. 

The  hours  for  meals  are : 

Breakfast,  6.45  a.  m.;  first  dinner,  12.30  p.  m.;  second  dinner,  1.30 
p.  m.;  first  supper,  5.30  p.  m.;  second  supper,  6.30  p.  m. 

Nurses  must  not  linger  in  the  dining  room  after  meals.  No  food  is 
to  be  provided  for  nurses  out  of  the  appointed  time,  except  when 
ordered  by  the  steward  at  the  request  of  the  directress  of  nurses.   . 

They  shall  not  go  on  duty  without  their  meals  and  are  not  permitted 
to  go  mto  the  kitchen  or  to  give  orders  to  the  cooks.  All  sucn  matters 
are  to  be  referred  to  the  steward. 

Nurses  on  night  duty  are  provided  with  midnight  lunch,  including 
hot  coffee  and  Sea,  and  they  will  be  allowed  one-naif  hour  from  their 
wards  for  lunch  and  are  forbidden  to  leave  the  wards  in  which  they  are 
on  duty  at  any  other  time. 

Nurses  are  not  permitted  to  supply  the  resident  physicians  with  any 
food. 

No  day  nurse  will  be  allowed  to  take  lunch  with  a  night  nurse  with- 
out written  permission  from  the  directress  of  nurses.  No  visitors  are 
to  be  invitea  to  meals  or  to  remain  overnight  at  the  hospital. 

The  parlor  in  the  administration  building  is  for  the  reception  of 
visitors;  but  a  nurse  may  invite  ladies  to  her  room,  if  agreeable  to  her 
roouunates.    Male  visitors  under  no  circumstances  mil  b^  «i.Wo\^^dL 
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admission  to  the  rooms  set  apart  as  the  private  quarters  of  the  female 
nurses  of  the  hospital.  The  conditions  upon  which  nurses  may  have 
the  privilege  of  the  laundry  are: 

Each  nurse  will  be  allowed  twenty-one  pieces,  each  piece  to  be  dis- 
tinctly marked  with  her  name,  and  one  dress  per  weeK.  No  laces  or 
muslin  will  be  received,  and  but  one  white  skirt  in  two  weeks.  A  list 
of  clothes,  dated,  must  be  made  every  week.  No  clothes  can  be 
obtained  from  the  laundry  until  Saturday,  when  all  must  verify  their 
list  before  taking  their  clothes  away.  Anyone  disregarding  these 
rules  will  forfeit  the  privilege  of  having  their  clothes  laimderea  in  the 
institution. 

The  nurses  are  under  the  supervision  of  the  directress  of  nurses 
their  apartments  as  well  as  the  nospital  wards.     Prompt  obedience  to 
the  rules  and  regulations  of  the  hospital  are  required  at  all  times. 

When  taken  on  duty  on  account  of  sickness  they  shall  not  leave  their 
apartments  or  return  to  their  hospital  duties  without  the  permission  of 
the  directress;  neither  can  they  at  any  time  go  to  the  hospital  without 
permission,  except  at  the  regular  hours.  Nurses  who  are  unable  to 
go  on  duty  in  the  morning  shall  at  once  communicate  with  the  direct- 
ress. No  nurse  will  be  allowed  to  go  off  duty  for  any  purpose  without 
reporting  herself  to  the  directress. 

Nurses  are  not  permitted  to  receive  calls  in  wards  of  the  hospital 
from  their  friends  or  other  nurses.  Nurses  are  required  to  stand  in  the 
presence  of  physicians  and  generally  while  in  the  wards.  They  shall 
not  communicate  with  patients  or  employees  of  the  hospital,  except  so 
far  as  may  be  necessary  in  the  discharge  of  their  duties.  They  are  for- 
bidden to  loiter  in  the  hallways  or  on  the  stairs,  or  to  talk  or  laugh 
loudly  while  passing  tlu'ough  the  corridors  or  grounds. 

While  on  duty  they  will  be  required  to  devote  their  entire  time  to 
the  care  and  comfort  of  their  patients,  and  must  conform  strictly  to 
the  uniform  prescribed  by  the  hospital.  No  colored  neck  ribbons  or 
jewelry  (watches,  chains,  and  pins  excepted)  are  to  be  worn  by  the 
nurses  when  on  duty.  Shoes  should  be  broad-toed,  flat-heeled,  and 
perfectly  noiseless.  They  are  forbidden  to  converse  with  a  patient 
about  other  patients  in  the  wards,  or  to  make  comments,  favorable  or 
otherwise,  regarding  the  physician  or  methods  of  treatment,  or  give 
opinions  of  any  kind  regarding  the  diseases  from  which  patients  may 
be  suffering. 

It  shall  be  the  duty  of  the  nurses  to  see  that  aU  patients,  when 
admitted  to  their  respective  wards,  have  the  proper  caras  of  admission, 
and  a  notice  of  such  admission  shall  be  sent  to  the  executive  oflScer  the 
followin^:  morning.  If,  for  anj^  reason,  the  patient  should  be  sent  to 
the  warn  without  a  proper  admission  card,  tne  nurse  shall  see  that  the 
patient  is  made  comfortable  and  then  send  a  report  of  the  case  to  the 
executive  officer  at  once. 

When  patients  are  transferred  from  one  ward  to  another,  a  notice 
shall  bo  sent  to  the  executive  officer,  and  when  they  leave  the  hospital 
she  must  see  that  they  are  properly  discharged,  and  that  their  charts 
are  sent  to  the  executive  officer  tlie  following  morning.  This  must 
be  done  in  every  case,  and  a  chart  must  be  kept  for  every  patient 
admitted  to  the  wards. 

They  are  positively  forbidden  to  remove  food  or  table  furniture 
from  the  dimng  room  or  diet  kitchen  without  permission. 
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A  physician  will  be  assigned  by  the  surgeon  in  chief  to  attend  the 
nurses  in  case  of  sickness.  They  will  not  be  allowed  to  consult 
another  physician  without  permission  from  the  surgeon  in  chief,  or  to 
obtain  medicine  from  the  drug  room  or  wards  for  their  own  use  with- 
out his  order. 

Hypodermic  injections  of  morphine  shall  not  be  admmistered  by  a 
nurse  except  at  mght,  and  then  only  on  the  written  order,  with  suit- 
able instructions,  of  the  physician  in  charge  of  the  case,  after  prepara- 
tion by  him  of  the  desired  dose. 

The  head  nurse  of  each  ward  shall  see  that  the  prescriptions  are 
taken  to  the  pharmacist  by  one  of  the  nurses  immemately. 

No  nurse  shall  be  present  at  any  post-mortem  examination  at  the 
hospital. 

Immediately  after  surgical  dressings,  bandages,  etc.,  are  changed, 
the  nurse  shall  see  that  those  no  longer  in  use  be  taken  from  the  wards 
and  disposed  of  in  the  manner  indicated  by  the  directress  of  nurses. 

Immediately  upon  the  death  of  a  patient  the  nurse  shall  notify  the 
interne  of  the  ward  and  he  shall  at  once  view  the  body  before  it  is 
removed  from  the  ward.  The  date  and  hour  of  death  and  any  special 
circumstances  connected  therewith  shall  be  immediately  recorded  by 
the  interne  in  charge. 

TKAINING   SCHOOL  FOR  KUBSES. 

Those  wishing  to  obtain  this  course  of  instruction  must  apply  to  the 
surgeon  in  chief  of  the  Freedmen^s  Hospital,  Washington,  D.  C.,  upon 
whose  approval  they  will  be  received  into  the  school  lor  one  month  on 
probation.  The  most  acceptable  age  for  candidates  is  from  21  to  35 
years.  The  appUcants  should  send,  with  answers  to  the  paper  of  ques- 
tions, a  letter  from  a  clergyman  testifying  to  their  good  moral  char- 
acter, and  from  a  physician  stating  that  they  are  m  sound  health. 
AppUcants  are  received  at  any  time  during  the  year  when  there  is 
a  vacancy.  *  During  the  month  of  trial,  and  previous  to  obtaining  a 
position  m  the  school,  the  applicant  will  be  examined  in  reading,  pen- 
manship, simple  arithmetic,  and  English  dictation.  Those  who  prove 
satisfactory  wiU  be  accepted  as  pupil  nurses,  after  signing  an  agreement 
to  remain  two  years  and  to  obey  the  rules  of  the  school  and  nospital. 
They  will  resicfe  in  the  home,  and  serve  as  assistants  in  the  wards  of 
Freedmen's  Hospital. 

During  the  month  of  probation  the  pupils  are  boarded  and  lodged  at 
the  expense  of  the  school,  but  receive  no  other  compensation.  In  addi- 
tion to  their  board  and  lodging,  the  nurses  will  be  provided  with  hos- 
pital dresses,  caps,  the  necessary  note  and  text  books,  $5  per  month, 
and,  on  completion  of  their  two  years,  will  reccivCj  on  passing  a  satis- 
factory final  examination,  their  diplomas.  This  is  not  given  as  pay 
for  services  rendered,  as  the  training  given  and  the  profession  acquired 
is  considered  an  ample  equivalent,  but  simply  to  enable  young  women 
without  pecuniary  resources  to  enter  upon  their  professional  career 
free  from  debt.  They  are  required,  after  the  month  of  probation, 
when  on  duty,  to  wear  the  dress  prescribed  by  the  institution,  which  is 
of  blue  seersucker,  simply  made,  white  apron  and  cap,  and  linen  collar 
and  cuffs. 

The  day  nurses  are  on  duty  from  7.30  a.  m.  to  7.30  p.  m.,  with  an 
hournoff  for  dinner  and  additional  time  for  exercise  or  rest.    They  are 
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also  often  given  an  afternoon  during  the  week,  and  have  a  right  to  the 
half  of  Sunday.  A  vacation  of  two  weeks  is  allowed  each  year.  It  is 
not  proposed  to  place  nurses  on  night  duty  until  they  have  been  in  the 
school  three  months. 

In  sickness  all  pupils  will  be  car^d  for  gratuitously. 

COURSE  OF  TRAINING. 

The  instruction  includes — 

(1)  The  dressing  of  blisters,  bums,  sores,  wounds;  the  application 
of  fomentations,  poultices,  cups,  and  leeches. 

(2)  The  administration  of  enemas  and  use  of  catheter. 

(3)  The  management  of  appliances  for  uterine  complaints. 

(4)  The  best  method  of  fnction  to  the  body  and  extremities. 

(6)  The  mangement  of  helpless  patients;  making  beds,  moving, 
changing,  ^ving  baths  in  bea,  preventing  and  dressing  bed  sores, 
and  managing  positions. 

(6)  Bandaging,  making  bandages  and  rollers,  lining  of  splints. 

(7)  The  preparing,  cooking,  and  serving  of  aelicacies  for  the  sick. 
They  will  also  be  given  instruction  in  the  best  practical  methods 

of  supplying  fresh  air,  warming  and  ventilating  sick  rooms  in  the 

E roper  maimer,  and  are  taught  to  take  care  of  rooms  and  wards,  to 
eep  all  utensils  perfectly  clean  and  disinfected,  to  make  accurate 
observations  and  reports  to  the  physician  of  the  state  of  the  secre- 
tions, expectoration,  pulse,  skin,  appetite,  temperature  of  the  body, 
intelligence  as  to  delirium  or  stupor,  breathing,  sleep,  condition  oi 
wounos,  eruptions,  formation  of  matter,  effect  of  diet  or  of  stimu- 
lants or  of  medicine,  and  to  learn  the  management  of  convalescents. 
The  teaching  will  be  given  by  visiting  or  resident  physicians  and 
surgeons  at  the  bedside  of  the  patients  and  by  the  superintendent. 
Lectures,  recitations,  and  demonstrations  will  take  place  from  time  to 
time,  and  examinations  at  stated  periods. 

When  the  full  term  of  two  years  is  ended  the  nurses  thus  trained, 
on  passing  a  satisfactory  examination,  each  receive  a  diploma. 

QUESTIONS  TO   BE    ANSWEREI^   BY  CANDIDATE. 

1.  Name  in  full  and  present  address  of  candidate. 

2.  Are  you  single,  married,  or  widow? 

3.  Your  present  occupation  or  employment. 

4.  Age  last  birthday,  and  date  and  place  of  birth. 
6.  Height;  weight. 

6.  Where  educated. 

7.  Are  you  strong  and  healthy,  and  have  you  always  been  so? 

8.  Are  your  sight  and  hearing  perfect? 

9.  Have  you  any  physical  defects? 

10.  Have  you  any  tendency  to  pulmonary  complaint? 

11.  Have  you  ever  had  any  uterine  disease? 

12.  If  a  widow,  have  you  children?  How  many?  Their  ages. 
How  are  they  provided  for? 

13.  Where  and  what  (if  any)  was  your  last  situation?  How  long 
were  vou  in  it? 

14.  The  names  in  full  and  addresses  of  two  persons  to  be  referred 
to.  State  how  long  each  has  known  you.  If  previously  employed, 
one  of  these  must  be  the  last  employer. 

15.  Have  you  read  and  do  you  clearly  understand  the  regulations? 
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CONTRACT  SIGNED  BT  PUPIL  NURSES  ON   ENTERING  THE   SCHOOL. 

Washington,  D.  C, ,  189 — . 

I, ,  the  undersigned,  do  hereby  agree  to  remain  two 

years  from  date  a  pupil  of  the  above-named  institution,  and  promise 
during  that  time  to  obey  the  rules  of  school  and  hospital  and  to  be 
subordinate  to  the  authorities  governing  the  same. 

STEWARD. 

The  steward  shall  make  requisition  on  the  surgeon  in  chief,  as 
occasion  requires,  for  all  provisions  and  suppUes  appertaining  to  his 
department. 

He  shall,  at  the  beginning  of  each  month,  make  a  report  to  the 
surgeon  in  chief  showing  the  condition  of  his  department,  giving  an 
inventory  of  the  supplies  on  hand  and  estimating  the  needs  for  the 
present  month. 

He  shall  be  responsible  for  the  general  kitchen,  bakery,  officers' 
and  emplojrees*  dining  rooms,  storerooms,  and  all  other  rooms  in  the 
kitchen  building.  He  shall  have  general  supervision  over  cooks, 
bakers,  waiters,  and  assistants,  and  all  who  are  employed  in  any 
capacity  in  the  kitchen  building.  He  shall  see  that  the  kitchen, 
storerooms,  and  dining  rooms  are  kept  in  a  proper  state  of  cleanh- 
ness  by  the  employees,  and  that  all  garbage  is  promptly  removed. 

He  shall  verity  all  invoices  of  subsistence  stores  received  and  imme- 
diately report  the  same  to  the  clerk.  He  shall  keep  accurate  account 
of  all  stores  issued  to  the  cooks  or  to  the  special-diet  kitchens  to  be 

Srepared  for  food  for  the  patients  and  employees.  He  shall  obtain 
auj  from  the  clerk  a  statement  of  the  number  of  persons  to  be 
catered  for  on  that  day.  He  shall  take  all  needful  precaution  to 
prevent  an  extravagant  and  unnecessary  use  of  the  stores  furnished 
oy  him  to  the  culinary  department.  He  shall  be  personally  charged 
with  the  duty  of  seeing  that  the  food  supplies  are  properly  prepared 
and  served.  He  shall  see  that  the  employees  are  rumished  with 
healthful  and  nutritious  food,  but  in  no  case  shall  this  be  at  the 
expense  of  the  character  and  quantity  of  food  supplies  of  the  patients. 

The  steward,  or  such  other  person  as  may  be  properly  designated, 
shall  alone  receive  and  remove  all  food  supplies  contained  in  the 
storeroom.  The  key  thereto  shall  always  be  under  the  steward's 
control,  or,  in  his  necessary  absence  from  the  kitchen  building,  in 
that  of  the  person  specially  designated  to  act  for  him.  No  unauthor- 
ized person  shall  be  permitted  access  to  the  storeroom  or  allowed  to 
help  nimself  to  any  stores ;  and  whenever  any  stores  are  withdrawn 
an  immediate  entry  thereof  shall  be  made  on  a  storeroom  daily  blot- 
ter, to  be  kept  for  that  purpose,  showing  what  is  withdrawn,  by 
whom,  and  to  whom  issued. 

He  shall  immediately  report  to  the  surgeon  in  chief  all  cases  in 
which  the  supplies  furnished  fall  below  the  standard,  either  in  quality 
or  quantity. 

He  shall  perform  such  other  duties  connected  with  his  department 
as  the  surgeon  in  chief  may  direct. 
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AMBULANCE. 

The  ambulance  shall  be  accompanied  by  a  surgeon  and  a  driver 
in  uniform.  The  surgeon  shall  be  an  interne,  designated  by  the  sur- 
geon in  chief. 

The  call  for  the  ambulance  must  be  promptly  responded  to  by 
both  the  interne  and  the  driver. 

On  reaching  the  patient  the  surgeon  shall  determine  the  nature  of 
the  injury  or  disease,  administer  such  temporary  relief  as  may  be 

§  roper  and,  except  in  the  following  cases,  take  the  patient  without 
elay  to  the  hospital : 

1.  Cases  of  inrectious  or  contagious  disease  are  not  to  be  brought 
in  the  ambulance;  but  upon  its  return  to  the  hospital  must  be  inune- 
diately  reported  to  the  surgeon  in  chief  or  his  assistant,  who  shall  for- 
ward the  report  at  once  to  the  health  officer  of  the  District  of  Columbia. 

2.  Cases  of  acute  mania  and  alcoholism. 

A  record  book  of  the  ambulance  service  shall  be  kept  by  the  sur- 
geon accompanying  the  ambulance,  in  which  shall  be  noted  the  time 
when  the  call  was  made,  that  of  reaching  the  patient,  and  that  of 
arrival  at  the  hospital,  together  with  name  of  patient  and  place  whence 
he  was  taken.  When  no  case  is  brought  the  reason  therefor  shall  be 
stated. 

On  arrival  at  the  hospital,  the  ambulance  surgeon  shall  superintend 
the  removal  of  the  patient  to  the  receiving  room  and  inunediately 
notify  the  surgeon  m  chief  or  his  assistant,  and  shall  then,  before 
attending  to  any  other  duty,  write  out  in  the  accident  book  the  full 
particulars  of  the  case  as  it  has  come  under  his  observation. 

In  responding  to  a  call,  the  ambulance  should  always  be  driven  at  a 
rapid,  but  never  at  a  dangerous  rate.  In  retumine,  the  rate  should 
always  be  moderate,  except  when  the  patient  must  be  brought  to  the 
hospital  without  delay.  The  surgeon  in  charge  of  the  ambulance  must 
always  instruct  the  driver  in  this  respect. 

Should  a  patient  die  in  the  ambulance  while  on  the  way  to  the  hos- 
pital, the  body  should  not  be  brought  to  the  hospital,  out  must  be 
taken  immmeaiately  to  the  city  morgue  or  to  the  home  of  the  person, 
and  a  report  of  all  facts  made  at  once,  in  writing,  to  the  surgeon  in 
chief. 

ADMISSIONS. 

No  person  known  to  be  affected  by  an  incurable  chronic  disease, 
acute  alcoholism,  or  by  a  contagious  or  infectious  disease  shall  be 
admitted  to  the  Freedmen's  Hospital. 

Patients  admitted  to  the  Freedmeii's  Hospital  shall  be  of  the  follow- 
ing class,  viz: 

1.  Indigent  residents  of  the  District  of  Columbia,  who,  being  sick 
or  injured  and  requiring  medical  or  surgical  attention,  are  without  the 
necessary  means  to  pay  for  the  same. 

2.  Transient  ])opuiation  of  said  District,  who,  while  passing  through 
or  temporarily  domiciled  therein,  fall  ill  or  suffer  accident  or  injury, 
and  require  immediate  medical  or  surgical  care  and  attention,  but  are 
destitute  of  means  to  pay  for  the  same. 

3.  Such  other  destitute  persons  residing  outside  the  District  of 
Columbia  as  the  Secretary  of  the  Interior,  either  for  humane  reasons 
or  in  the  interest  of  medical  science,  shall  cause  to  be  admitted. 
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4.  All  emergency  cases,  which  are  defined  as  cases  of  sudden  illness 
or  injury,  where  to  delay  treatment  would  unduly  imperil  the  life  or 
safety  of  the  patient. 

All  admissions  shall  be  further  conditioned  upon  the  capacity  of  the 
hospital  to  receive  patients. 

Applicants  will  be  admitted  to  the  hospital  by  written  authority 
from  the  Secretary  of  the  Interior  or  from  the  Commissioners  of  the 
District  of  Columoia,  based  upon  the  written  certificate  of  the  sur- 
geon in  chief  that  they  are  proper  subjects  for  treatment  in  the 
Hospital. 

Applicants  for  admission  shall  at  once  be  examined  by  the  surgeon 
in  cnief  in  person  or  his  assistant,  and  if  found  entitled  to  admission 
under  the  rules  shall  be  admitted. 

When  it  is  impracticable  for  either  of  the  above-mentioned  ofi^cials 
to  attend  at  once,  and  the  safety  of  the  patient  would  be  impaired  by 
delay,  such  other  medical  officer  as  may  be  designated  therefor  by  the 
surgeon  in  chief  may  make  the  examination,  subject  to  the  approval  of 
the  proper  medical  officer,  who  shall  personally  inspect  the  patient  as 
soon  as  disengaged. 

All  admissions  to  the  hospital  shall  be  reported  within  twenty-four 
hours  to  the  Secretary  of  the  Interior  for  his  approval  and  record. 

Every  appUcant  for  admission  who  nresents  written  authority  from 
the  samtary  officer  of  the  District  of  (Jolumbia,  and  who,  upon  exam- 
ination by  the  sui^geon  in  chief  or  his  assistant,  is,  in  his  opinion,  not 
entitled  to  admission  under  the  rules,  shall  be  refused  admission.  All 
such  cases  shall  be  at  once  recorded  in  a  book  kept  for  that  purpose, 
with  the  necessary  data,  together  with  the  cause  for  refusing  aomis- 
sion. 

If,  after  any  patient  has  been  admitted  to  the  hospital,  facts  come 
to  the  knowledge  of  the  board  of  visitors  which,  in  their  judgment, 
disclose  that  such  patient  is  not  entitled  to  the  privileges  of  the 
hospital,  such  patient,  upon  a  written  order  of  the  Secretary  of  the 
Interior,  shall  be  immediately  discharged. 

PATIENTS. 

The  hour  for  retiring  will  be  8.30  o'clock  p.m.,  at  which  time  the 
lights  in  the  wards  will  be  put  out. 

Loud  talking,  reading,  or  calling  across  the  wards  is  prohibited,  and 
there  must  be  perfect  silence  during  the  regular  professional  rounds  of 
the  physicians  and  surgeons.  Profane  and  indecent  language  shall 
not  be  allowed. 

Habits  of  cleanliness  are  required  of  every  patient. 

The  hospital  wdll  not  be  responsible  for  any  property  retained  by  the 
patients.  There  is  a  safe  in  the  office  where  money  and  all  valuables 
can  be  deposited,  for  which  when  deposited  a  receipt  will  be  given. 

Patients  without  exception  must  render  such  help  in  the  general 
work  of  the  hospital  as  their  condition  will  warrant,  under  the  assign- 
ment of  the  surgeon  in  chief,  as  he  may  deem  proper. 

When  a  patient  desires  the  visit  of  a  clergyman  he  must  signify  the 
same  to  the  office  and  such  clergyman  shall  be  notified,  but  his  visit 
shall  be  confined  to  the  person  or  persons  desiring  his  services.  The 
services  of  the  attending  clergyman  shall  be  of  such  quiet  character 
as  not  to  injure  or  impair  the  safety  of  the  other  patients. 
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When  desiring  to  go  beyond  the  bounds  of  the  hospital ,  patients 
must  obtain  a  pass  from  the  interne  of  the  ward  and  present  it  at  the 

fate.  Tuesday  will  be  regular  pass  day.  Passes  on  other  days  will 
e  granted  only  for  q>ecial  cause,  when  they  must  be  approved  by  the 
su^eon  in  chief. 

ratients  allowed  to  so  out  on  a  pass  and  remaining  beyond  the  time 
specified  will  be  regarded  as  dischai^ged.  and  they  must  make  a  satis- 
factory explanation  to  the  surgeon  in  cnief  before  they  can  return  to 
their  ward. 

No  patient  shall  enter  the  dead  house,  engine  room,  kitchen,  or  any 
of  the  attendant's  rooms,  except  by  order  of  the  surgeon  in  chief  or 
other  officer  having  authority  therefor. 

No  patient  shall  leave  the  ward  or  the  groimd  within  a  radius  of 
25  feet  of  their  building  imtil  after  the  regular  morning  rounds  of  the 
attending  physician,  nor  at  any  other  time  without  permission  from 
the  interne  or  from  the  nurse  in  charge  of  the  ward. 

No  male  patient  shall  go  into  the  women's  apartments  or  wards  nor 
any  female  patient  into  those  of  the  men;  ana  no  patient  shall  visit  a 
ward  other  than  his  own  except  by  permission  of  the  surgeon  in  chief 
or  his  assistant. 

They  shall  not  be  allowed  to  have  any  book,  pamphlet,  newspaper, 
print,  or  picture  of  an  immoral  or  indecent  character. 

BEOULATIONS   FOE  THE   OUT-PATIENT  DEPABTMENT. 

LIMIT    OF  PRESCRIPnONS. 

Only  a  single  prescription  of  a  kind  shall  be  issued  to  a  patient  at  a 
visit.     The  limit  of  the  prescription  shall  be: 

Less  than  one-half  dram  doses,  1  ounce;  for  one-half  dram  doses,  2 
ounces;  for  one  dram  doses,  4  ounces;  for  two  dram  doses,  6  ounces; 
for  four  dram  doses,  8  ounces. 

Injections,  liniments,  washes,  gargles,  lotions,  etc.,  shall  not  exceed 
the  limit  of  8  ounces. 

Pills,  capsules,  and  powders,  according  to  dose,  as  in  liquid  med- 
icines. 

Ointments  shall  not  exceed  the  limit  of  4  ounces. 

Medicated  and  adhesive  plasters  shall  not  be  larger  than  6  inches  by 
8  inches. 

BULES   FOB   APPLICANTS. 

The  dispensary  connected  with  this  hospital  is  solely  for  the  treat- 
ment of  the  indigent  sick. 

Each  person  before  receiving  treatment  must  be  questioned  respect- 
ing his  (or  her)  ability  to  pay  for  treatment;  and  if  the  attending 
physician  is  not  fully  satisfied  that  such  persons  properly  come  within 
the  class  of  indigent  sick,  he  shall  require  that  they  furnish  a  certificate 
from  one  of  the  physicians  to  the  poor,  Board  of  Associated  Charities, 
or  anv  registered  physician,  certif^^ing  that  the  applicant  in  question  is 
unable  to  pay  for  treatment. 

When  the  attending  physician  is  satisfied  that  an  applicant  is  deserv- 
ing of  treatment,  a  proper  record  of  such  case  must  oe  made  in  a  reg- 
ister provided  for  tliat  purpose.  This  record  must  disclose  the  name 
of  the  patient,  age,  nativity,  sex,  race,  symptoms,  diagnosis  and  treat- 


fseedmen's  hospital.  365 

ment,  and  any  other  remarks  with  reference  to  the  case  deemed  nec- 
essary. 

The  dispensary  will  be  opened  daily  from  12  o'clock  m.  to  2  o'clock 
p.  m.y  Sundajrs  excepted. 

No  discrimination  will  be  made  in  the  character  of  the  diseases 
treated,  except  that  those  of  a  contagious  nature  will  be  excluded. 

All  patients  will  be  treated  in  the  order  of  their  applications,  having 
r^ard  to  the  classification  under  which  they  come. 

All  revisits  of  patients  must  be  properly  recorded. 

Each  patient  shall  be  given  a  dispensary  card  disclosing  his  (or  her) 
name,  and  the  day  or  days  of  the  week  their  particular  class  of  disease 
is  treated.     This  card  must  be  presented  at  the  time  of  each  visit. 

All  patients  should  provide  a  suitable  clean  bottle  for  their  medicine. 
Only  m  exceptional  cases  will  this  bottle  be  furnished  by  the  dispen- 
sary. 

HOUSE   RULES. 

The  ventilation  of  the  wards  will  be  imder  the  control  of  the  head 
nurse  for  each  ward,  subject  to  the  direction  of  the  medical  officer  for 
the  time  being  in  charge.  No  patient  will  be  permitted  to  interfere 
with  the  same. 

The  ambulance  surgeon  and  driver,  the  doorkeeper  and  orderlies, 
shall  wear  a  hospital  uniform.  This  rule  will  be  enforced  by  the  sur- 
geon in  chief  in  nis  discretion. 

No  smoking  will  be  allowed  in  any  of  the  wards  of  the  hospital. 

No  instruments,  apparatus  or  supplies,  medical  or  surgical,  shall  be 
allowed  to  be  taken  outside  the  hospital  for  private  use.  The  United 
States  property  of  the  hospital  shall  not  be  allowed  under  any  circum- 
stances to  be  taken  from  the  hospital  for  public  or  private  use  else- 
where. 

No  physician,  surgeon,  officer,  nurse,  or  servant  of  the  hospital  shaU 
accept  any  gift  or  bequest  from  or  in  behalf  of  any  patient. 

All  wines,  liquors,  medicines,  fruits,  foods,  and  delicacies,  except 
those  prescribed  and  furnished  by  the  hospital  or  furnished  by  the 
expressed  permission  of  the  surgeon  in  chief,  are  strictly  prohibited. 
Any  person  violating  this  rule  makes  himselr  liable  to  dismissal. 

There  shall  be  in  the  hospital  a  board  of  survey,  consisting  of  the 
executive  officer,  matron,  and  clerk,  whose  duty  it  shall  be  to  examine 
and  condemn  all  worn-out  or  useless  property  of  the  hospital.  They 
shall  report  the  result  of  their  labor  to  the  surgeon  in  cnief ,  and  he 
shall  make  such  disposition  of  said  property  as  hereinbefore  provided. 

Patients  having  symptoms  suspicious  of  diphtheria  must  at  once 
have  a  culture  of  the  throat  secretion  sent  to  the  health  department  of 
the  District  of  Columbia  in  tubes  provided  for  that  purpose. 

When,  in  the  judgment  of  the  sui]geon  in  chief^  the  issue  in  any  case 
of  assault  with  intent  to  kill  or  criminal  abortion  is  likely  to  prove 
fatal  he  shall  immediately  notify  the  proper  legal  authorities  in  order 
that  the  ante-mortem  statement  of  the  patient  may  be  taken.  Deaths 
directly  due  to  violence,  criminal  abortion,  accident,  or  injury  shall  be 
reported  at  once  to  the  coroner  through  the  surgeon  in  chief. 

In  all  emergency  cases  brought  to  the  hospital  in  the  ambulance  the 
surgeon  in  chief  or  his  assistant  shall  without  delay  make  a  thorough 
examination  and  assume  the  care  of  the  case. 
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Not  more  than  ten  minutes  shall  elapse  after  the  arrival  of  the 
patient  before  he  shall  receive  attention  from  the  surgeon  in  chief  or 
nis  assistant. 

Modifications  of  these  rules  can  be  made  only  by  the  board  of  visit- 
ors, or  temporarily  by  the  surgeon  in  chief,  to  whom  must  be  referred 
each  case,  wherein  the  same  are  deemed  necessary. 

No  medicines  shall  be  kept  in  the  wards,  except  such  as  have  been 
prescribed  for  the  patients  actually  imder  treatment  and  the  following, 
which  shall  be  known  as  *' Night  supplies,^  ^  and  shall  be  marked  ana 
kept  for  such  purposes,  namely,  cathartic  mixture,  ward  liniment,  and 
aromatic  spirits  of  anunonia. 

All  medicines  known  as  *  *  Night  supplies ''  shall  have  specified  on  the 
label  the  ingredients  and  the  amoimt  of  each  contained  tnerein,  and  no 
such  medicme  shaU  be  administered  by  the  nurse,  except  upon  the  spe- 
cific written  order  of  the  physician,  recorded  in  tne  nurses  order  book 
and  signed  by  said  physician. 

No  operation  on  obstetrical  patients  which  would  involve  the  de- 
struction of  life  of  the  fetus  shall  be  performed  without  consultation 
with  the  surgeon  in  chief  and  the  consulting  obstetrician. 

Visitors  to  patients  are  admitted  every  day  from  2  to  4  p.  m. 
Patients  will  not  be  allowed  to  show  them  through  the  hospital  nor  to 
receive  them  in  any  other  place  than  their  wards  or  hospital  grounds. 

In  all  suspected  smallpox  cases  occurring  in  the  wards  or  applying 
for  admission  the  surgeon  in  chief  or  his  assistant  shall  immeaiately 
notify  the  health  department  of  the  District  of  Columbia.  Proper 
precautions  must  be  taken  for  immediate  isolation  until  visited  by  an 
mspector  from  the  health  department.  Other  cases  of  contagious  dis- 
eases occurring  in  the  waros  must  be  immediately  removed  to  the 
isolation  ward. 
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In  directing  attention  to  the  following  regulations  the  faculty 
would  remind  students  that  in  their  connection  with  Gallaudet  College 
they  cease  to  be  regarded  as  school  children  and  are  expected  to  prove 
themselves  ladies  and  gentlemen. 

Every  departure  on  the  part  of  a  student  from  the  true  line  of  good 
conduct,  whether  it  be  toward  fellow-students,  toward  the  officers  of 
the  college,  toward  the  officers  of  the  institution  of  which  the  college 
is  a  part,  toward  its  pupils,  or  toward  members  of  the  community  m 
whicn  the  college  is  located  tends  to  prove  him  or  her  unworthy  or  the 
privileges  enjoyed. 

All  minor  discipline  therefore  tends  toward  the  removal  of  the 
student  from  college,  this  being  regarded  as  the  extreme  penalty  of 
college  law. 

It  IS  the  preference  of  the  faculty  that  students  should  govern  them- 
selves; ana  the  officers  of  the  college  believe  that  in  a  majority  of 
cases  they  are  willing  and  desirous  to  do  this. 

The  main  object  of  college  regulations  is  to  assist  students  to  govern 
themselves  by  mdicating  certain  lines  of  conduct  to  be  followed  which 
may  lead  to  the  formation  of  honorable  and  scholarly  character. 

Where  there  are  no  lawbreakers  and  apparently  no  need  of  laws,  is 
found  the  perfection  of  government. 

The  faculty  entertain  the  hope  that  such  a  government,  or  at  least 
a  near  approximation  to  it,  may  be  found  within  the  precincts  of 
Gallaudet  College. 

They  would  ask  students  particularly  to  remember  that  whatever 
disciphne  their  conduct  makes  necessary  is  for  their  benefit  and  pro- 
tection. 

Students  are  also  further  reminded  that  the  interests  of  the  faculty 
and  students,  so  far  as  they  concern  the  college  and  its  work,  are  in  no 
respect  divided. 

The  idea  that  a  natural  hostility  exists  between  faculty  and  students 
should  be  spumed  as  unworthy  to  be  entertained. 

All  discipline  short  of  dismission  is  of  the  nature  of  friendly  warning. 
It  takes  the  form  of  punishment  only  when  the  student  by  his  own 
course  of  conduct  cuts  himself  off  from  the  privileges  and  advantages 
of  the  college  beyond  all  hope  of  regaining  them. 

The  principles  of  the  Christian  religion  are  made  the  basis  of  govern- 
ment. No  one  sect  or  denomination,  howeyer,  is  recognized  or  com- 
mended above  another. 

8.  Doc.  396,  59-2,  pt  1 24  ^^ 
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GENERAL  PRINCIPLES   OF  ORDER. 

As  the  substructure  upon  which  every  well-built  character  must 
rest,  students  are  enjoined  to  cherish  reverence  to  God  and  respect  for 
His  laws;  in  particular  to  have  a  strict  regard  to  truth,  avoiding  as 
mean  and  unmanly  all  subterfuges,  prevancations,  and  acted  Hes;  to 
practice  temperance  in  all  things  and  total  abstinence  in  those  which 
plftinly  work  harm  to  the  man;  to  be  chaste  in  thought,  word,  anl 
action;  to  be  faithful  in  the  performance  of  duty;  to  show  a  due 
regard  to  the  rights  and  property  of  others;  to  be  courteous  to  all  per- 
sons and  prompt  in  manifestations  of  respect  to  those  who  by  reason 
of  age,  position,  or  sex  have  a  right  to  expect  them. 

• 

COLLEGE   EXERCI3ES. 

Students  are  expected  to  attend  chapel  exercises,  to  be  present  at  all 
recitations  of  then*  respective  classes,  and  to  attend  such  other  exer- 
cises as  may  be  announced  by  the  faculty  from  time  to  time. 

Study  hours  are  from  8  to  9  and  from  9.16  a.  m.  to  12.15  p.  m.,  from 
1.30  to  3.30  and  from  7  to  10  o'clock  p.  m.  on  Mondays,  Tuesdays, 
Wednesdays,  Thursdays,  and  Fridays,  and  from  9  to  11.30  a.  m.  on 
Saturdays.  In  May  and  June  evening  study  hours  begin  at  7.30 
o'clock,  students  being  expected  to  make  up  the  half  hour  early  the 
next  morning.  During  these  periods  students  are  expected  to  be 
engaged  in  recitation  or  in  study  in  their  respective  rooms. 

TERM   EXAMINATIONS. 

At  the  close  of  each  term  students  are  examined  in  the  studies  of 
that  term.  Failure  to  attain  the  minimum  standard  fixed  by  the 
faculty  causes  the  student  to  be  conditioned  in  the  study  or  studies  in 
which  such  failure  occurs. 

Failure  to  pass  a  second  examination  renders  a  student  liable  to 
discipline.  No  student  can  be  admitted  as  a  member  of  a  higher  class 
till  all  conditions  have  been  removed. 

RULES   FOR  THE   EXAMINATIONS. 

1.  No  written  or  printed  matter  shall  be  brought  into  or  carried 
from  the  examination  without  express  permission. 

2.  Only  one  face  of  each  half  sheet  of  paper  is  to  be  written  upon. 
Each  student  is  re(}uired  to  keep  his  papers  close  by  him,  the  wntten 
sheets  with  the  written  side  down.  No  one  is  allowed  to  tear,  cut,  or 
fold  up  any  sheet  of  paper. 

3.  The  pages  should  be  numbered  and  the  student's  name  (with 
initials  of  Christian  name)  placed  at  the  head  of  each  written  page. 

4.  The  portions  of  the  work  should  be  numbered  according  to  the 
numbers  attached  to  the  questions. 

5.  Pains  should  be  taken  to  write  in  a  distinct  and  legible  maimer. 

6.  Each  student  is  required  to  hand  in  all  the  paper  that  he  has 
written  or  figured  upon  during  the  examination. 

7.  In  estimating  the  merit  of  the  student's  work  two  points  are 
regarded :  First,  fullness  of  learning,  exactness  in  translating,  extent 
and  accuracy  of  information  on  the  subjects  proposed;  second,  per- 
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fection  of  form,  neatness,  perspicuity,  and  elegance  in  the  exhibition 
of  that  learning. 

8.  All  communication  between  students  during  an  examination  is 
strictly  forbidden. 

9.  Transgression  of  these  rules  is  regarded  as  a  serious  offense,  to  be 
visited  with  severe  penalties,  and  any  deliberate  attempt  to  pass  an 
examination  by  disnonest  means  renders  the  student  liable  to  dis- 
missal. 

RULES   IN   REGARD  TO   CONDITIONS. 

1.  A  student  under  condition  in  the  examinations  for  admission  or 
in  the  introductory  class  is  not  enrolled  above  the  freshman  class  nor 
eligible  for  a  degree. 

2.  Students  who  are  not  pursuing  any  regular  course  are  enrolled 
separately  between  the  introductory  and  freshman  classes  under  the 
head  "Unclassified." 

3.  A  student  having  more  than  one  condition  in  any  one  year  con- 
tinues enrolled  with  the  class  pursuing  the  studies  in  which  he  was  con- 
ditioned and  is  marked  ''c"  until  he  regains  his  position  under  these 
rules;  if  he  has  not  regained  it  at  the  end  of  one  year  he  is  enrolled 
with  the  unclassified. 

4.  A  student  under  condition  in  any  class  above  the  freshman  class 
chooses  his  room  next  after  all  those  of  the  succeeding  class  who  are 
not  under  condition. 

5.  A  student  under  condition  on  presentation  day  in  any  study  lead- 
ing to  the  degree  he  seeks  is  not  presented. 

6.  The  faculty  may,  in  cases  due  to  illness,  accident,  or  the  like, 
make  exceptions  to  rules  4  and  5. 

7.  Examinations  deferred  and  not  taken  at  or  before  the  beginning 
of  the  college  year  following  that  in  which  they  were  deferred  are 
regarded  as  conditions. 

LITERARY   SOCIETY. 

The  students'  literary  society  has  the  privilege  of  holding  meetings 
during  study  hours  on  Friday  evenings  of  each  alternate  week. 

HOLIDAYS. 

All  college  exercises  are  suspended  upon  Thursday,  Friday,  and  Sat- 
urday of  Thanksgiving  week,  after  tne  chapel  service  on  Thursday 
morning.  College  exercises  are  suspended  until  7  o'clock  p.  m.  upon 
Washington's  Birthday,  upon  Decoration  Day,  and  upon  Inaugura- 
tion Day. 

ABSENCES. 

Students  may  obtain  leave  of  absence  from  single  recitations  from 
the  instructor  to  whom  such  recitation  would  have  been  made.  Ab- 
sences not  thus  excused  in  advance  must  be  accounted  for  to  the 
instructor. 

Students  who  have  been  duly  excused  for  absence  are  permitted  to 
make  up  their  omitted  recitations  at  the  convenience  of  their  instructor 
and  to  receive  marks  therefor. 

Absence  from  the  District  of  Columbia  during  term  time  is  not  per- 
mitted unless  by  special  leave  from  the  president. 
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USE  OF  THE   COLLEGE   BUILDINGS. 

Rooms  are  assigned  at  the  beginning  of  each  college  year.  Students 
are  permitted  as  a  rule  to  choose  in  the  order  of  their  rank  as  to  seni- 
ority, scholarship,  and  conduct. 

It  is  expected  that  students  will  sweep  their  rooms  at  least  once  each 
week,  doing  it  before  9  o'clock  a.  m. ;  will  make  up  their  beds  each  day 
before  11  o'clock  a.  m.;  and  will  at  all  times  see  that  their  rooms  pre- 
sent a  clean  and  tidy  appearance. 

All  parts  of  the  college  building  are  subject  to  the  inspection  of  the 
faculty. 

Students  are  expected  to  regard  the  college  buildings  as  a  sacred 
trust  committed  to  their  keepmg  by  a  munificent  Government,  and 
the  abuse  of  those  buildings  by  clefacing  walls  or  in  any  way  willfully 
injuring  the  structures  or  their  furniture  should  be  considered  as  a 
mean  and  ungrateful  act. 

It  will,  therefore,  naturally  follow  that  ball  playing,  wrestling,  and 
all  other  violent  exercises  within  the  college  buildings  are  inconsistent 
with  good  order.  Students  may  not  linger  or  assemble  for  conversa- 
tion in  the  halls,  corridors,  or  doorways  of  the  college  buildings  in  such 
numbers  as  to  impede  free  and  unobstructed  passage  through  the  same. 

All  damages  to  the  buildings  and  furniture  other  than  the  ordinarj" 
wear  and  tear  should  be  reported  to  the  president,  and  the  amoimt  of 
the  damage  made  good  by  the  proper  party.  No  repairs  whatever 
should  be  made  by  students  at  any  time,  unless  by  permission  of  the 
president. 

PHYSICAL  CULTURE  AND  ATHLETICS. 

Students  are  required  to  attend  regular  exercises  in  the  gymnasium 
at  such  times  anci  under  such  instruction  as  may  be  provided,  and 
absence  therefrom  must  be  excused  or  accounted  for  as  in  the  case  of 
recitations. 

Games  of  baseball,  football,  and  basket  ball  with  parties  outside  the 
college  may  be  played  on  Saturday  afternoons  and  on  Wednesday 
afternoons,  provided  no  infringement  of  study  or  supper  hours  results; 
no  student  sliall  engage  in  such  games  as  football  witnout  the  expressed 
consent  of  his  parents  or  guardians. 

MEALS. 

Breakfast  is  served  at  7,  dinner  at  12.30,  and  supper  at  6  o'clock 
daily,  except  that  on  Sunday  breakfast  is  served  at  7.30  and  dinner  at  1. 

Students  are  allowed  to  remain  in  the  dining  room  not  longer  than 
forty-five  minutes  after  the  hours  designated  For  the  commencement 
of  meals,  and  they  are  not  allowed  to  enter  or  pass  tlirough  the  dining 
room  at  any  other  hours,  except  by  special  permission. 

PunctuaUty  here  as  els(»where  is  expected,  and  repeated  tardiness  is 
regarded  as  a  dolinquoncy. 

It  is  intended  that  the  students^  tables  shall  be  supplied  with  an 
abundance  of  pahitable  and  wholesome  though  plain  food.  Should 
there  he  a  faihiro  in  these  n  sp  cts  at  any  time,  students  are  at  liberty 
to  make  complaints  in  writing  to  the  president. 
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SPECIAL  PROHIBITIONS. 


Students  are  not  allowed  to  walk  upon  the  railroad  track;  nor  to 
use  tobacco;  nor  to  use  intoxicating  liquors,  except  by  permission  of 
the  president  on  the  prescription  or  the  attending  physician;  nor  to 
have  or  use  firearms  or  gimpowder  in  the  buildings  or  on  the  grounds 
of  ihe  college;  nor  to  engage  in  ^'hazing." 

DISCIPLINE. 

The  ordinary  discipline  of  the  faculty  is  by  means  of  reprimands, 
censures,  and  admonitions,  which  may  be  given  for  failures  m  scholar- 
ship or  conduct. 

A  reprimand  has  the  effect  at  the  close  of  the  term  to  reduce  the  gen- 
eral average  of  its  recipient  10  per  cent,  and  a  censure  reduces  the  same 
6  per  cent. 

If  the  recitation  average  of  a  student  in  any  study  for  any  month 
falls  below  7,  the  fact  is  reported  at  a  meeting  of  the  factulty  and  the 
Bludent  is  liable  to  discipline. 

Three  reprimands  by  the  faculty  in  any  one  year,  or  two  such  repri- 
mands occurring  in  the  same  term,  render  the  student  receiving  them 
liable  to  suspension. 

Suspensions  for  single  acts,  dismissions,  and  expulsions  may  be  also 
ordered  by  the  faculty  if  circumstances  require. 

For  any  plain  breach  of  good  order  or  of  morals  students  are  subject 
to  discipline  bv  the  faculty,  even  though  the  act  in  question  be  not 
specifically  forbidden  in  the  foregoing  regulations. 


BSOXTLATIOHS  OOVEBNING  THE  COLUMBIA  INSTITUTION  FOB  THE  DEAF  AND 

DUMB. 

I.  The  academic  year  is  divided  into  three  terms,  the  first  beginning 
on  the  Thursday  berore  the  last  Thursday  in  September  and  closing  on 
the  24th  of  December,  the  second  beginning  on  the  2d  of  January  and 
closing  the  last  of  March,  the  third  beginning  the  1st  of  April  and 
closing  the  Wednesday  before  the  last  Wednesday  in  June. 

II.  The  vacations  are  from  the  24th  of  December  to  the  2d  of  Janu- 
ary, and  from  the  Wednesday  before  the  last  Wednesday  in  June  to 
the  Thursday  before  the  last  Thursday  in  September. 

III.  There  are  holidays  at  Thanksgiving,  Washington's  Birthday, 
Easter,  and  Decoration  Day. 

IV.  The  pupils  may  visit  their  homes  during  the  regular  vacations 
and  at  the  above-named  holidays,  but  at  no  other  time,  unless  for  some 
special  urgent  reason,  and  then  only  by  permission  of  the  president. 

V.  The  bills  for  the  maintenance  and  tuition  of  pupils  supported 
by  their  friends  must  be  paid  semiannually  in  advance. 

VI.  The  charge  for  pay  pupils  is  $250  per  annum.  This  sum  covers 
all  expenses  in  the  primary  department  except  clothing,  and  all  in  the 
college  except  clothing  and  books. 

VII.  All  deaf-mutes  of  teachable  age,  of  good  mental  capacity,  and 
properly  belonging  to  the  District  of  Columbia,  are  received  without 
charge.     To  students  from  the  States  and  Territories  who  have  not  the 
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means  of  defraying  all  the  expenses  of  the  eoUege  course  the  board  of 
directors  render  such  assistance  as  circumstances  seem  to  require,  as 
far  as  the  means  at  its  disposal  will  allow. 

Vni.  It  is  expected  that  the  friends  of  the  pupils  will  provide  them 
with  clothing,  and  it  is  important  that  upon  entering  or  returning  to 
the  institution  they  should  be  suppUed  with  a  sufficient  amount  for 
an  entire  year.  All  clothing  shouia  be  plainly  marked  with  the  own- 
er's name. 

IX.  All  letters  concerning  pupils  or  appUcations  for  admission 
should  be  addressed  to  the  president. 

X.  The  institution  is  open  to  visitors  during  term  time  on  Thurs- 
days only,  between  the  hours  of  10  a.  m.  ana  3  p.  m.  Visitors  are 
admitted  to  chapel  services  on  Sunday  afternoons  at  3  o'clock. 

XI.  Congress  has  made  provision  for  the  education,  at  public 
expense,  of  the  indigent  blind  of  teachable  age  belonging  to  the  Dis- 
trict of  Columbia,  rersons  desiring  to  avail  tnemselves  of  this  provi- 
sion are  required  by  law  to  make  appUcation  to  the  president  of  this 
institution. 
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BCHXDULB  OF  TEES  FOB  SEBYICES  FEBFOBMBD  BT  THE   8ECBETABT  OF  THE 

DI8TBICT  OF  ALASKA. 

(Prescribed  by  the  Secretary  of  the  Interior  pursuant  to  the  act  of  March  3,  1905.) 

For  services  rendered  under  chapter  23.  title  3,  of  the  Alaska  civil 
code,  approved  June  6,  1900,  relating  to  foreign  corporations: 

(1)  For  filing  copy  of  articles  of  incorporation,  with  financial  statement,  desig- 

nation, and  consent  of  agent $5. 00 

(2)  For  filing  amended  articles  of  incorporation 5. 00 

3^  Reappointment  of  agent  for  service  of  procef:^ 1. 00 

4)  Consent  of  agent 1. 00 

5)  Filing  annual  statements 1. 00 

6)  Issuing  certificate  with  seal  affixed 2. 00 

7)  For  recording: 
3  folios  or  less 1. 00 

Each  additional  folio 30 

For  services  rendered  under  chapter  37,  title  3,  of  the  Alaska  civil 
code,  approved  June  6,  1900,  relating  to  domestic  corporations: 

(1)  For  filing  articles  of  incorporation  and  issuance  of  certificate  with  seal 

affixed 15.00 

(2)  For  filing  amended  articles  of  incorporation  and  issuance  of  certificate  with 

sesd  amxed 5. 00 

(3)  For  filing  certificate  of  increase  or  decrease  of  capital  stock  and  issuance  of 

certificate  with  seal  attached 5. 00 

(4)  For  issuing  certificate  with  seal  affixed 2. 00 

(5)  For  recording: 

3  folios  or  less 1. 00 

Each  additional  folio 30 

Miscellaneous:  For  filing  any  other  document  not  otherwise  provided  for 6. 00 

Department  of  the  Interior, 

Office  of  the  Secretary, 

April  26,  1905. 
Approved: 

E.  A.  Hitchcock,  Secretary, 

377 


INDEX. 


ALASKA:  Page. 

Fees  in,  regulations  governing  payment  of 375 

Laws  relating  to  education  In 285-287 

District  superintendents,  regulations  governing 287 

Education  in,  laws  relating  to 286-287 

National  education,  temperance  edu(*ation  law  to  be  enforced  in 286 

Reindeer  in — 

Apprentices,  for  care  of 294 

Districts 293 

District  superintendents,  for  care  of 293 

Herders  of 295 

Regulations  for  government  of  stations  for 293-296 

Station  superintendent,  for  care  of 294 

School  districts,  regulations  governing 287 

Schools,  regulations  governing 287-293 

Discipline,  regulations  governing 289 

Official  forms  to  be  used  in 290-293 

Teachers,  regulations  governing 288 

Temperance,  national  law  with  respect  to,  to  be  enforced  In 286 

CIVIL  SERVICE  COMMISSION : 

Acts,  Executive  orders,  and  rules ^ 217-282 

Absolute  appointment  of  probationer,  further  examination  not  re- 
quired for,  note 256 

probationary  period  before.     (See  Proba- 
tionary period.) 
when  and  how  made,  Rule  VII,  sec.  1,  cl. 

(c)  264 

Accessory  in  counterfeit  big  writing,  statute 240 

Accommodations,  etc.,  for  Commission,  act 222 

Act,  Clvll-servlce.     (See  Clvll-servlce  act) 

Age  limits,  Commission's  authority  to  change,  Rule  V,  sec.  5 262 

exceptions  from,  of  persons  preferred  under  sec.  1764, 

R.  S.,  Rule  V,  sec.  6 262 

Agriculture,  Department  of,  positions  in,  excepted  from  examina- 
tion     276 

Applicants,  citizenship  of.     (See  Citizenship.) 

disqualifications  of,  Rule  V,  sec.  4 251 

qualifications  of.  Rule  V 260 

instruction  of.  Executive  order 277 

Applications,  eliciting  disclosure  of  religious  or  political  opinions 

In,  forbidden,  Rule  I,  sec.  2 243 

form  of.  Rule  V,  sec.  2 243 

from  enlisted  men,  when  received.  Rule  V,  sec.  3 251 

necessity  of,  for  examination 219 

provision  of  act  concerning 219 

Appointment,  absolute.     (See  Absolute  appointment.) 

before  classification  of  post-office  held  legal  without 

examination 247 

emergency.  Rule  VIII,  sec.  1 266 

discrimination  In,  because  of  political  or  religious 

opinions,  unlawful.  Rule  I,  sec.  2 243 

from  register  of  one  of  two  eligibles.  Rule  VIII, 

sec.  2 257 


380  INDEX. 

CIVIL  SERVICE  COMMISSION—Contlnued.  Page. 

Acts,  Executive  orders,  and  rules — C-ontinuod. 

Appointment,  must  be  legal  or  salary  will  be  withheld.  Rule  XV —      273 
for  the  performance  of  classified  duties,  not  to  be 
made  except  in  accordance  with  the  civil-service 

rules,  Rule  II,  sec.  5 247 

of  Commissioners,  provision  of  act  concerning 217 

of  unclas^fied  laborers,  summary  of  governing 283 

opinion  of  Attorney-General  on  legality  of,  may  be 

obtained.  Rule  XV . 271 

power  of,  limitation  to  three  names  not  destructive 

of : 253 

President's  authority  to  prescribe  regulations  con- 
cerning, sec.  1753,  R.  S 227 

provision  of  Constitution  concerning,  note 241 

regulations  coufeming,  President's  power  to  pre- 
scribe, statute ^ 227 

retired  army  officer  as  superintendent  of  Indian 

schools.  Rule  II,  sec.  10 248 

temporary.  Rule  VIII 250 

to  excepted  positions  upon  competitive  examination. 

Rule  II.  sec.  3 240 

to  excepted  positions  ui>on  nouc»omi)etitive  examina- 
tion, Rule  II,  sec.  3 240 

to  excepted  positions  without  examination.  Rule  II, 

se<-.  3 240 

Appointments  confirmed  by  the  Senate,  excepted  from  classifica- 
tion by  the  act 224 

rule  regarding.  Rule  II, 

sec.  1 244 

Apportioned  service,  extent  of.  Rule  VII,  sec.  2 245 

transfer  to,  charged  to  apportionment;    ex- 
ceptions. Rule  X,  sec.  7 203 

transfer  to, 'when  State  Is  in  excess  forbid- 
den; exceptions,  Rule  X,  sec.  8,  cl.  (c) 204 

Apportionment,  average  iwrcentage.  note 264 

certification  to  be  made  according  to,  Rule  VII. 

sec.  L> 255 

exceptions  from.  Rule  VII.  sec.  2 • 255 

provision  of  act  c»onceniiug 219 

validity  of  appointment  contrary  to 219 

waiver  of,  note 2(>4 

Apprenticeship.     (Krc  Trades  positions.) 

Assignment  of  exce|)t(Hl  employees  to  classified  duty  forbidden. 

Rule  II,  sec\  4 247 

persons  to  classified  duties  In  violation  of  rules. 

efTtK't  of.  Rule  II.  sec.  1 244 

imclassified  lab(»rera  to  classified  work,  note 240 

Boards  of  examiners.  Rule  IV • 250 

appointment  and  duties  of.  Rule  IV.  sec.  1.       250 
carrier  entitled  to  coinpensjitlon  while  serv- 
ing on 221 

political  activity  of 242 

political  affiliations  of.  Rule  IV,  sec.  1 250 

provision  of  act  concerning 221 

Bribery,  statute *__       240 
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Counterfeiting  writing,  statute 240 

accessory  In,  statute.  __ 240 

Customs  classification,  how  and  when  to  be  made,  act 222 

Delinquency  or  misconduct,  dismissal  for,  bar  to  reinstatement, 

Rule  IX 258 

bar  to  examination, 

Rule  V,  sec.  4 251 

Details,  statute 238 

employment  for  purpose  of 261 

to  Commission 221 

from   outside  for  duty   in  the  District  of  Columbia, 

statute 235 

of  immigrant  Inspectors  from  outside  for  duty  in  the 

District,    prohibited 236 

Directory    statutes 227 

Discrimination  on  account  of  political  or  religious  opinions  for- 
bidden. Rule  I,  sec.  2 243 

Dismissal  for  delinquency  or  misconduct     (See  Delinquency  or 

Misconduct) 
Disqualifications  of  applicants,  enumeration  of.  Rule  V,  sec.  4—.      251 
District  of  Columbia,  government  of,  not  subject  to  classificatiqp.      246 

Districts,  certification  by.  Rule  VII,  sec.  3 256 

Duties,  change  of,  of  persons  appointed  as  mere  laborers  or  work- 
men without  examination.  Rule  XIII,  sec.  3 270 

classified.     (See  Classified  duties.) 

of  Commissioners,  act 218 

of  laborers,  statements  of,  to  be  made  to  Commission, 

Rule  XIII,  sec.  3 270 

Duty  of  officers  in  enforcing  civil-service  rules,  act 218 

same,  Rule  IV,  sec.  3 250 

public  officers  in  connection  with  examinations, 

act 221 

Elections,  interference  with.  Rule  I,  sec.  1,  and  notes 241 

Eligibility  and  ratings.  Rule  VI 252 

extension  of,  term  of.  Rule  VI,  sec.  3 252 

not  affected  by  temporary  service.   Rule 

VIII,  sec.  4 258 

of  persons  preferred  under  sec.  1754,  R.  S. 
(See  Preference  accorded  soldiers  and 
sailors.) 

Eligibility,  term  of,  Rule  VI,  sec.  3 252 

term  of,  for  promotion,  note 266 

what  constitutes.  Rule  VI,  sec.  2 252 

Eligible  registers.  Rule  VI,  sec.  2 252 

names  of  persons  preferred  under  sec.   1754, 
R.  S.,  who  make  65  per  cent  or  more  to  be 

placed  at  head  of.  Rule  VI,  sec.  2 252 

Emergency  appointments.  Rule  VIII,  sec.  1,  and  note 256 

Employees,  attempts  to  Influence  legislation.  Executive  order 277 

in  positions  becoming  classified,  status  of.  Rule  II, 

sec.  6 247 

Employment,  must  be  upon  specific  appropriation,  statute 235 

of  additional  clerk  to  Secretary  of  Navy  not  au- 
thorized by  act  of  February  25,  1903 235 

of  persons  In  Naval  War  Records*  office  under  ap- 
propriation for  increase  of  Navy,  prohibited 236 

of  person  in  additional  position  must  be  preceded 

by  specific  appropriation  therefor 236 

of  retired  navy  officer  as  chief  of  bureau  author- 
ized        236 

of  retired  army  officer  In  civil  position  authorized. _      236 
of  Volunteer  Army  officer  in  civil  position  author- 
ized        236 

without    compensation    compatible    with    holding 
other  office "iS*^ 
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Ehnployment,  when  it  does  not  create  an  office 236 

Enlisted  men.  when  admitted  to  examination.  Rule  V,  sec  3 251 

Entire  classified  service,  positions  excepted  in.     (See  Classified 

positions  excepted  from  examination.  Schedule  A.) 
Examination,  applications  for.     (See  Applications.) 

Rule  III 248 

admission  of  aliens  to.  Executive  order 279 

competitive,  effect  of  filling  excepted  position  by, 

Rule  II.  sec.  3 246 

competitive,  provision  of  act  for 218 

for  promotion,  character  of,  note 266 

noncompetitive.      (See    Noncompetitive    examina- 
tions. ) 

preference  does  not  exempt  from 228 

required  for  appointment,  etc..  Rule  II,  sec.  2 246 

required  for  promotion.  Rule  XI,  sec.  2,  cl.  (6) 267 

required  for  reinstatement.  Rule  IX,  cl.  (6) 258 

required  for  transfer,  Rule  X,  sec.  8,  cl.  (d) 264 

waiver  of,  In  transfer,  note 264 

when  vacancy  must  await 266 

who  may  be  admitted  to.  Rule  V.  sec.  1 250 

*                       who  may  not  be  admitted  to.  Rule  V,  sec.  4 251 

for  clerical  positions  in  the  office  of  the  recorder  of 

deeds,  Executive  order 278 

papers,  rating  of,  Rule  VI,  sec.  1 252 

who  may  lnsiKH*t 248 

Examiners,  boards  of.  Rule  IV 250 

Excepted  employees,  assignment  of.  Rule  II,  sec.  4 247 

positions.     (See  Classified  positions  excepted  from  ex- 
amination, Scheilule  A.) 

Exceptions,  iwsitions  excepted  from  classification.  Rule  II,  sec.  1_  244 
to  civil-service  rules  to  be  set  forth  in  Commission's 

annual  report,  act 220 

Exclusions  from  classification,  act 224 

Executive  officers  to  facilitate  holding  of  examinations.  Rule  IV. 

sec.  3 250 

Executive  orders: 

Veteran  preference i 267 

Attempts  of  employet^s  to  influence  legislation 267 

Instruction  of  applicants  for  civil-service  examinations 267 

No  appointment  for  the  performance  of  classified  duties  shall 

be  made  except  in  accordance  with  the  civil-service  rules. .  238 
Examinations  for  clerical  positions  hi  the  office  of  the  re- 
corder of  deeds  In  Washington ^'__  268 

Permitting  the  classification  of  laborers  In  cities  in  which 

labor  registers  exist 268 

Admission  of  aliens  to  examination  and  certification  of  inel- 

iglbles 260 

Positions  on  the  Isthmus  of  Panama 2(50 

Regulating  holding  of  two  offices 237 

Extension  of  term  of  eligibility,  Rule  VI,  sec.  3 252 

Extent  of  classification,  Rule  II,  sec.  1 244 

Extortion,  by  piibiic  officer,  statute 230 

Family,  members  of.  in  public  service,  act 224 

eligibility  for  appointment 224 

eligibility  for  examination 224 

Frauds,  nature  of,  and  penalty  for,  act g22 

Free-delivery  offices,  new,  rules  to  apply  to.  Rule  II,  sec.  7 247 

Holidays.     (Sec  Hours  of  business  and  labor.) 

Hours  of  business  and  labor,  statute 232 

Additional   compeusaticm   for  special   services  outside  office 

hours 233 

Not  applicable  to  Civil  Service  Connnission 233 

Saturday  afternoon  a  public  holiday  in  the  District  of  Co- 
lumbia    233 
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Indian  agent  classification  of,  Rule  II,  sec.  9 - 248 

Indian  Sendee,  appointment  upon  noncompetitive  examination  to 

certain  positions  in.  Rule  III.  sec.  2 249 

Indictment  for  perjury,  statute 239 

for  subornation  of  perjury,  statute 239 

Inspector  of  safety  appliances,  Interstate  Commerce  Commission, 
appointment  of,  upon  noncompetitive  examination.  Rule  III, 

sec.    2 249 

Instruction  of  applicants.  Executive  order  concerning 267 

Interference  with  elections  forbidden,  Rule  I,  sec.  1,  and  notes —      241 
Interior  Department,  classified  positions  in,  excepted  from  exam- 
ination        275 

Intoxicating  beverages,  excessive  use  of,  bar  to  appointment  or 

retention  in  service,  act 224 

as  affecting  eligibility  for  reinstatement, 

note 261 

rule  concerning.  Rule  V,  sec.  4 251 

Investigations  by  Commission,  authority  for,  act 220 

Justice,  Department  of,  classified  positions  in,  excepted  from  ex- 
amination        275 

Labor  regulations 280 

Laborers,  assignment  of,  to  classified  duties  forbidden,  Rule  II, 

sec.  5 247 

classification  of,  in  cities  where  labor  registers  exist, 

Executive  order  permitting 278 

classification  of  mere  laborers  or  workmen  forbidden 

by  civil-service  act 224 

doing  work  of  a  grade  perfumed  by  classified  em- 
ployees to  be  appointed  from  register.  Rule  II,  sec.  5.      247 
employed  merely  as  laborers  or  workmen  not  classified, 

Rule  II,  sec.  1 244 

In  navy-yards,  statute 231 

statement  of  duties  of,  to  be  made  to  Commission, 

Rule  XIII,  sec.  3 270 

status  of  position  determined  by  principal  duties,  note.      247 

Labor  regulations,  promulgated  by  the  President,  summary  of 280 

Lc^rves  of  absence,  statute 232 

on  military  duty 234 

compensation  for  holidays  of  per  diem  em- 
ployees on  leave - 233 

computing  payment  for   fractional   part  of 

month 234 

deduction  from  annual  leave,  naval  gun  fac- 
tories, for  sickness 233 

discretionary  with  head  of  Department 234 

leave  extended  only  for  sickness 234 

pay  of  Government  Printing  Office  employee 

for  accrued  leave 233 

pay  of  Government  Printing  OfiSce  employees 
for  Sundays  and  holidays  while  on  leave.      233 

pay  on  leave  pending  hivestigation 233 

Legal  residence.  Commission  may  designate  officer  before  whom 

provable 229 

must  be  certified  by  officer  having  seal,  act  of 

July  11,  1800 229 

persons  already  In  the  service  need  not  prove, 

act  of  July  11,  1890 229 

proof  of,  statute 229 

proof  of,  in  reinstatement,  note 260 

regulations  concerning,  must  not  contravene  es- 
tablished legal  principles 230 

to  be  shown  in  transfer  from  nonapportioned  to 

apportioned  service.  Rule  X,  sec.  9 265 

what  constitutes  230 

8.  Doc  396,  59-2  pt  1 25 


886  INDEX. 

CIVIL  SERVICE  COMMISSION— Continued.  rage. 
Acts,  Executive  orders,  and  rules— Continued. 

Legislation,  attempts  of  employees  to  influence,  Executive  order..  277 

Civil  Service  Retirement  Association,  relation  to 277 

instructions  of  Postmaster-General  concerning 277 

The  Navy- Yard  and  Arsenal  Employees'  Protective 

Association,  relation  to  277 

Mechanics.     (See  Special  mechanics,  etc.)  . 

Military  duty,  absence  on,  statute 234 

Naturalization,  certificate  of 251 

oath  in,  statute 239 

Navy  Department,  appointment  of  special  mechanics,  etc.,  Rule 

III,  sec.  3 249 

Navy-yard  regulations,  modifications  of,  Rule  XVI 271 

Navy-yards,  employment  of  labor  in,  statute 231 

Nonapportioned  positions,  enumeration  of.  Rule  VII,  sec.  2 255 

Noncompetitive  examinations,  appointment  to  excepted  positions 

upon.  Rule  II,  sec.  3 246 

for  appointment  of  Indians,  etc.. 

Rule  III,  sec.  2 249 

when  and  for  what  given.  Rule 

III,  sec.  2 249 

Notice  of  changes  In  service,  act 220 

Oaths,  to  employee,  department  officer  not  to  charge  for,  statute.  237 

Executive  order  concerning 237 

official,  who  may  administer,  statute 231 

official,  form  of,  statute 231 

official,  chief  clerk  to  administer,  statute 231 

when  officer  empowered  to  administer,  statute 231 

Occasional  duty,  promotion  of  persons  employed  for,  notes 266 

Office,  when  employment  does  not  create 237 

Offices,  holding  of  two,  when  salary  of  either  is  $2,500,  prohibited.  237 

Executive  order  regulating  holding  of  t^'o 237 

Order,  promulgating  of  clvil-servlce  rules 241 

Orders,  Executive 277 

Orphans.     (See  Preference  accorded  soldiers  and  sailors  in  re- 
duction of  force.) 

Panama,  positions  on  Isthmus  of,  Executive  order 279 

transfers  from,  to  United  States,  note 265 

Partisan  activity  of  officeholders.  Rule  I,  and  notes 241 

Penal  statutes 238 

bribery 240 

conspiracy - 240 

counterfeiting  writing 1 240 

counterfeiting  writing,  accessory  in 240 

definition  of  238 

extortion  by  public  officer 239 

oath  in  naturalization 239 

perjury 238 

perjury,  indictment  for 239 

perjury,  subornation  of 239 

perjury,  subornation  of,  Indictment  for 239 

political  contributions 240 

Penal  statutes,  p<^litical  contributions  in  navy-yards 239 

solicitation  for  gift  to  superior 240 

Penalties  for  improper  recommendation  for  promotion.  Rule  XI, 

lilie,  to  be  Imposed  for  like  offenses.  Rule  XII,  sec.  1.  268 
Penalty  for  violation  of  provisions  regarding  political  assess- 
ments and  contributions,  act,  sec.  15 226 

Pension  examining  surgeons,  transfer  of  physicians  employed  as, 

forbidden,  Rule  X.  sec.  4 262 

excepted  from  examination.  Sched- 
ule A 275 

Perjury,  statute 238 

indictment  for,  statute 239 

false  oath  In  application,  note 251 

subornation  of,  statute 239 
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Perjury,  subornation  of,  indictment  for,  statute 239 

Persons  formerly  in  Departments  not  to  prosecute  claims  in  them, 

statute 234 

not  applicable  to  Civil  Service  Commission 234 

Philippine  civil-service  board,  Commission  to  render  assistance  to. 

Rule  IV.  sec.  2 250 

Philippines,  tr&i^sfer  from,  notes 265 

Political  activity  of  Federal  employees,  restrictions  as  to.  Rule  I, 

sec.  1 1 241 

'  Attomey-Generars  letter  of  Nov.  22,  1901,  note.      242 
Commissioner   of   Internal   Revenue*s    instruc- 
tions        243 

conduct  in  regard  to  which  the  Commission  can 

not  interfere 242 

extract  from  Executive  Instructions,  July  14, 

1886,  note 242 

extract  from  President's  letter,  June  13,  1902, 

note 241 

opinion  of  Attorney-General,  Oct  17,  1902,  note.      242 

Postmaster-Generars  instructions,  note 242 

Secretary  of  State's  instructions,  note 242 

Political  aflSliations  of  boards  of  examiners.  Rule  IV,  sec.  1 250 

Commissioners,  act 217 

assessments  and  contributions,  by  whom  and  from  whom 

they  may  not  be  solicited  or  received,  act,  sec.  11 2^4 

assessments  and  contributions,  places  where  they  may 

not  be  solicited  or  received,  act.  seo  12 226 

Political  circulars  on  which  Federal  officers  may  not  permit  their 

names  to  appear,  opinion  Attorney-General,  Oct  17,  1902,  note.      242 
Political  contributions  and  assessments.     (See  Political  assess- 
ments, etc.) 

act  prohibiting,  constitutional 239 

indictment  for,  sufficiency  of 239 

in  navy-yards,  statute 239 

no  obligation  to  make,  act 219 

section  12  of  act,  constitutional 226 

soliciting  of,  by  letters  to  employees,  a 

violation  of  the  act,  note 242 

voluntary,  not  forbidden 226 

Political  object,  promotion  of,  by  gifts  from  civil-service  em- 
ployees to  Members  of  Congress  unlawful,  act 240 

Political  opinions,  disclosures  of,  or  discrimination  on  account  of. 

Rule  I,  sec.  2 243 

no  recommendation  involving  disclosure  of,  to 

be  considered.  Rule  I,  sec.  3 243 

what  discrimfbation  on  account  of,  includes, 

note 243 

Political  service,  no  obligation  on  employees  to  perform,  act 219 

Politics  and  religion,  Rule  I 241 

Positions,  classified  and  excepted.     {See  Classified  positions  ex- 
cepted from  examinations.  Schedule  A.) 

excepted  from  apportionment,  Rule  VII,  sec.  2 255 

lists  of,  to  be  furnished  the  Commission,  Rule  XIII, 

sec.  2 ; 270 

not  classlfltd.  Rule  II,  sec.  1 244 

trades.     (See  Trades  positions.) 

Post-office  classification,  how  and  when  to  be  made,  act 233 

Post-offices,  consolidation  of,  rule  regarding  classification  of  em- 
ployees. Rule  II,  sec.  8 248 

Post-Offlce  Department  classified  positions  In,  excepted  from  ex- 
amination       276 

Preference  accorded  soldiers  and  sailors — 

Does  not  exempt  from  examination 228 

Eligible  average.  Rule  VI,  sec.  2 252 

Executive  order  concerning 277 
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In  age  limitations,  Rule  V,  sec.  5 252 

In  assignment  and  transfer  of  railway  mail  clerks,  statute 229 

Not  mandatory 228 

Only  In  case  of  equal  qualifications 228 

Purely  an  executive  power 220 

Reduction  of  force,  act  of  Aug.  15,  187C 228 

Reinstatement,  Rule  IX,  cl.  (a) 258 

Sec.  1754,  Revised  Statutes i 228 

rights  under,  preserved  by  civil- 
service  act 224 

Soldier's  widow,  proof  required  In  reinstatement,  note 261 

President's  authority,  to  prescribe  regulations  concerning  appoint- 
ment, sec.  1753,  R.  S 227 

under  sec.  1753,  R.  S.,  preserved  in  civil- 
service  act 224 

Probationary  appointment,  authorized.  Rule  VII.  sec.  1,  cl.  (c) 254 

reinstatement  not  a  second,  note 260 

period,  not  required  prior  to  classification 255 

notes  concerning 254 

retention  in  service  beyond,  an  absolute  ap- 
pointment. Rule  VII,  sec.  1,  cl.  (c) 254 

temporary  service  not  counted  as  part  of. 

Rule  VIII,  sec.  4 258 

to  precede  absolute  appointment,  act 258 

Prohibitory  statutes  without  penalties 234 

civil  pension  roll  prohibited 235 

definition  of 234 

details 238 

details  from  outside  for  duty  in  the  District 

of  Columbia 235 

holding  of  two  offices  where  salary  of  either  \ 

is  $2,500 237 

lapsed  salaries 235 

no  (•omi>ensation  for  extra  services 238 

no  Department  officer  to  charge  for  oath  to 

employee 237 

no  employment  except  on  specific  appropri- 
ation    235 

persons    formerly    in    Departments    not    to 

prosecute  claims  in  thorn 234 

prohibition  of  voluntary  service  except  in 

emergencies 235 

transfers 238 

Promotion,  Rule  XI 26<» 

age  limitations  and  apportionment  to   be  observed. 

Rule  XI,  sec.  2,  cl.  (a) 267 

Promotion,  before  regulations  are  adopted,  limittitions  of,  Rule 

XI.  sec.  2 267 

competitive  tests  for.  Rule  —I,  sec.  1 266 

eligibility  for,  term  of,  note 266 

examination  for,  character  of,  note 266 

examination   for,   when   required.    Rule   XI,   sec.   2, 

cl.    (&) 277 

examination  required  for.  by  law,  act 223 

from  nonexcopted  to  excepted  position,  note 266 

from  subclerical  to  clerical  position,  note ^ 266 

Improper  recommendation  for,  penalties,  Rule  XI,  sea  3  267 

of  apprentices,  note 266 

of  a  person  reinstated  to  a  lower  position  than  that 

from  which  separated,  Rule  XI,  sec.  5 268 

of  persons  employed  for  occasional  duty,  notes 266 

of  substitutes.  Rule  XI,  sec.  4 ^— 267 

order  of,  among  substitutes,  notes 267 
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Promotion,  regulations  to  be  observed  in  making  transfers,  Rule 

X.  sec.  1 > 261 

rights  of,  not  forfeited  by  temporary  service  In  higher 

grade,  note 266 

senior  substitute  may  waive  right  to,  note 266 

substitute  employed  temporarily,  note 266 

substitute,  effect  of  former  service,  note 266 

Promulgating  order  of  civil-service  rules 241 

Publications  of  the  Commission 283 

Qualifications  of  applicants,  Rule  V 250 

certificate    of     naturalization,    suffi- 
ciency of 261 

Coast  and  Geodetic  Survey  in  Phil- 
ippines, citizenship  may  be  waived.  251 
false  oath  on  application  is  perjury; 

note 251 

natives    of    Philippines    and    Porto 

Rico  not  citizens  of  United  States.  250 
Panama,  Isthmus  of,  requirement  of 

citizenship  may  be  waived 251 

Porto  Rican  entitled  to  registration 

by  labor  board 251 

removal    of   employee   who    resigns 

without  due  notice 252 

Ratings  and  eligibility.  Rule  VI 252 

competitors  to  be  notified  of  their,  Rule  VI,  sec.  1 252 

ineligibles  may  be  certified  when  no  eligibles 252 

papers  rated  simultaneously,  note 252 

Recommendations  by  Members  of  Congress  not  received  under 

certain  conditions,  act 224 

disclosing  i)olitical  or  religious  opinions  not 

to  be  considered.  Rule  I,  sec.  3 243 

for  promotion  which  may  not  be  considered, 

penalty.  Rule  XI,  sec.  3 267 

Reduction  or  promotion  in  discretion  of  head  of  Department, 

statute 228 

Register,  conditions  of  restoration  of  probationers  to,  Rule  VII, 

sec  1.  cl.   (c) 254 

Registers,  eligible.     {See  Eligible  registers.) 

Regulations,  Commission's  authority  to  make.  Rule  XVI 271 

concerning  appointment,  authority  of  President  to 

prescribe,  statute 227 

for  examinations  to  be  made  by  Commission,  act 220 

governing  certain  branches  of  the  classified  service 

outside  of  Washington 282 

departmental,  statute 227 

construction  of 227 

force  of -J 227 

legal  effect  of,  note 227 

subordinate  to  exe<*utive  authority 227 

labor.     (iS'ee  Labor  Regulations.) 

Reinstatement,  Rule  IX 258 

a  question  of  administrative  discretion 259 

actual  reappointment,  when  may  occur,  note 260 

certificate  for,  must  be  followed  by  actual  service, 

to  renew  eligibility 259 

conditions  of,  notes 259 

contract  surgeon  in  civil  war  within  time  limit 

exception 259 

decision  of  Commission  concerning,  not  open  to 

review   259 

effect  of  revocation  of  dismissal  order,  note 261 

eligibility  for,  when  determined 260 

examination  for.  Rule  IX,  cl.  (&) 258 
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Reinstatement,  for  purpose  of  transfer,  note 2ft5 

***general-8ervice  derlts,"  no  status  for 259 

intoxication,  as  affecting  eligibility  for,  note 261 

matters  to  be  prored  by  soldier's  widow  before, 

note 261 

not  a  second  probational  appointment,  note 260 

not  allowed  after  request  for  certification,  note..  260 
of   soldiers,    sailors,    their   widows,    and    army 

nurses.  Rule  IX,  cl.  (a) 258 

of   widows   of   soldiers    and   sailors,    proof   re- 
quired, note 261 

presumption  as  to  cause  of  separation,  note 261 

promotion  to  former  grade  after  reinstatement 268 

proof  of  residence  in,  note 260 

"quartermaster's  volunteers"  within  time  limit 

exception 259 

relative  to  position  of  substitute  carrier  in,  note..  260 
separation  for  delinquency  or  misconduct,  a  bar 

to.  Rule  IX 258 

status  of  position,  when  material,  note 260 

time  limit  in,  exceptions.  Rule  IX,  cL  (a) 258 

what  constitutes  service  in  civil  war,  note 261 

Relative  standing.     {See  Ratings  and  eligibility;    also  Eligible 
registers. ) 

Religion,  politics  and,  Rule  II 246 

Religious  opinions,  eliciting  disclosure  of,  or  discrimination  on 

account  of,  forbidden.  Rule  I,  sec  2 243 

no  recommendation   involving  disclosure  of, 

to  be  considered,  Rule  I,  sec.  3 243 

Removal — 

incident  to  power  of  appointment.  Woods  v.  Gary 269 

no  property  right  in  an  office,  Morgan  v.  Nunn 269 

not  restricted  by  the  rules,  except  for  political  reasons,  note.  269 

power  of  courts  to  question,  Taylor  v.  Taft 268 

procedure  in,  under  control  of  Executive,  Carr  v,  Gordon 269 

regulations  concerning,  enforcement  of,  by  courts,  Flemmlng 

V.  Stahl 269 

Removals,  Rule  XII 268 

discretion  of  allowing  time  for  defense  in 268 

discrimination  In,  for  i>olltlcal  or  religious  opinions 

forbidden.  Rule  I,  sec.  2 268 

enumeration  of  good  causes  for,  Rule  V,  sec.  4 251 

Removals,  like  penalties  for  like  offenses,  Rule  XII,  sec.  1 268 

presumption  in.  wlien  made  in  large  numbers  of  the 

same  party,  note 243 

procedure  required  in.  Rule  XII.  sec.  2 268 

reasons  for,  to  be  filed.  Rule  XII,  sec.  2 268 

summary 268 

to  be  for  such  causes  as  will  promote  the  efficiency  of 

the  service.  Rule  XII.  sec.  2 268 

when  considered  for  delinquency  or  misconduct 252 

without   notice 268 

Report,  Annual,  of  Commission,  act 220 

Reports  of  changes,  Rule  XIII 260 

apiH)intlng  officer  to  make.  Rule  XIII,  sec.  1.  260 

Reports,  to  Congress,  annual,  statute 230 

to  heads  of  departments,  monthly,  statute 230 

to  President,   quarterly,   statute 231 

Retired  army  officer  may   be  appointed  superintendent  Indian 

school  without  comix^tltlve  examination,  sec.  10,  Rule  II 248 

Residence,  legal.     {See  Legal  residence.) 

Restoration  to  register  of  probationers,  conditions  of,  Rule  VII, 

sec  1,  cl.  (c) 254 
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Retransfer,  conditions  of,  Rule  X,  sec.  3 262 

examination  not  required  for,  note 262 

Revision  of  classifications,  how  and  by  whom  to  be  made,  act 223 

Rules,  civil-service.     (See  Civil-service  rules.) 

Rural  free  delivery  service,  transfer  of  carriers  in,  forbidden 262 

Salaries,  classification  by 281 

lapsed,  statute 235 

^  of  commissioners,   act •    217 

•           Salary,  withholding  of,  Rule  XV 271 

not  applicable  to  one  employed  merely  in  violation  of  Ex- 
ecutive   orders 271 

payment  of  temporary  Spanish  war  employees 271 

presumption  of  compliance  with  law  and  rules 271 

Schedule  A  of  classified  positions  excepted  from  examination. 
{See  Classified  positions  excepted  from  examination.  Sched- 
ule A.) 

Secretary  of  Commission,  provision  of  act  for 221 

Section  1754,  R.  S.     (See  Preference  accorded  to  «oldiers,  sailors, 

etc) 
Selection  from  certification,  for  regular  appointment.  Rule  VII, 

sec.  1,  cl.  (6) 253 

for    temporary    appointment.    Rule 

VIII,  sec.  2 255 

Senate,  its  voice  in  the  selection  of  the  Commissioners,  act 217 

Sex,  when  distinctions  of,  are  made  In  certification,  Rule  VII,  sec. 

1.  cl.  (a) 253 

Siclsness,  leave  extended  for,  statute 232 

Solicitation  for  gift  to  superior,  statute 240 

Special    mechanics,    draftsmen,   etc..   under   Navy   Department, 

regulations  governing.  Rule  III,  sec.  3 249 

Status  of  employees  in  positions  becoming  classified.  Rule  II, 

sec.  6 247 

Statutes  affecting  the  civil  service — 

Directory 227 

Penal .  238 

Prohibitory,  without  penalties 234 

•Subornation  of  perjury,  statute 239 

Substitutes,  effect  of  former  service  as,  In  promotion,  note 266 

In  post-ofllce  service,  transfer  of,  Rule  X,  sec.  6,  and 

notes— 263 

order  of  promotion,  notes 267 

rule  governing  promotion  of.  Rule  XI,  sec.  4 267 

senior,  waiver  of  right  to  promotion,  note 266 

temporary,  status  of,  for  promotion,  note 266 

transfer  ©f,  regulation  regarding  six  months'  prior 

service.  Rule  X,  sec.  8,  cl.  (a),  and  note 263 

transfer  of,  to  regular  position,  note 263 

Temporary  appointment,  Rule  VIII 256 

acceptance  of,  not  to  affect  eligibility 
or  probationary  period.   Rule  VIII, 

sec.  4 258 

additional  employees,  Spanish  war 256 

certifications  for.  Rule  VIII,  sec.  3 257 

exi)erlence  gained  In,  no  preference 258 

extension  of,  general  authority  for,  note  257 
failure   to    secure    ellglbles    within   30 

days 257 

from   regWter  of  one  or  two  ellglbles, 

Rule  VIII.  sec.  2 257 

job   employment 258 

knowlcMlge  by   local  board,  when  suflS- 

cient 257 

permanent  employment  of  temporaries.  257 
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Temporary  appointment,  registers,  when  to  be  taken  from,  note 257 

special  agents,  Census  Office 266 

when  may  be  made  r^^lar 267 

without  certification 256 

Temporary  employment,  Rule  VIII,  sec.  3 257 

in  liigiier  grade,  right  to  promotion  not 

forfeited   by,   note 266 

Term  of  eligibility,  Rule  VI,  sec.  3 252 

Testimony,  Rule  XIV 230 

duties  of  officers  and  employees  regarding.  Rule  XIV-  270 

reasonableness  of  duty  iniiK)sed  by  rule 270 

Time  limit,  for  reinstatement  with  exceptions,  Rule  IX,  cl.  (a), 

and   notes 258 

Trade  positions,  apprenticeship  required  of  applicant  for.  Rule 

V,  sec.  6 252 

Transfer,  Rule  X- 261 

absolute  appointment  necessary  to,  Rule  X,  sec.  8,  cl. 

(a) 263 

age  limitations  to  be  observed.  Rule  X,  sec.  8,  cl.  (&).-  264 

api>ortionment,  average  percentage,  note 264 

apportionment  to  be  observed ;  exception,  Rule  X,  sec. 

8,  cl.    (c) 204 

apportionment,  when  waived,  note 264 

detail,  employment  for,  not  authorized 261 

difficulty  of  filling  positions  by  certification,  note 264 

eligibility  for,  will  not  be  determined  by  Conmiission 

until  request  is  received  from  Department,  note 262 

examination  for,  when  required,  Rule  X,  sec  8,  d.  (rf).  264 

when  not  reciuired,  note 263 

may  bo  waived,  note 264 

*  extension  of  free  delivery,  status  of  certain  persons, 

note -, 263 

from  excepted  to  comi)etitive  positions  forbidden;   ex- 
ception. Rule  X,  sec.  2 261 

from  field  services  of  a  Department  to  its  bureaus  at 

Washington,  D.  C  note 265 

from  nonapportionod  to  api)ortioned  service,  legal  re^- 

dence  to  be  proved.  Rule  X,  sec.  9 .. 265 

from  Philippine  service.  Rule  X,  sec.  10 265 

legal  residence  once  proved,  sufficient  unless  changed, 

note 265 

Transfer,  limited  to  lowest  class  in  a  grade;  exceptions,  Rule  X, 

sec.  1 261 

must  be  on  certificate  of  Commission,  unless  otherwise 

provided.  Rule  X.  sec.  8 263 

of  operatives,  etc.,  in  Bureau  of  Engraving  and  Printing, 

Rule  X,  sec.  7 263 

of  iH?rson  entering  service  by  classification.   Rule  II, 

sec.  0 247 

of  physicians  employed  as  pension  examining  surgeons 

and  of  rural  carriers,  forbidden.  Rule  X,  sec.  4 262 

Pniuima,  Isthmus  of.  to  United  States,  note 265 

Philippines  to  Unittnl  States,  notes 265 

reinstatement  for  purrK)8e  of.  note 265 

same  class  of  wnrlv,  construction  of  rule,  note 264 

same  class  of  work,  exceptions 265 

same  class  of  work  required  in.  Rule  X,  sec.  8,  cl.  (c)>_  2W 

status  of  certain  'i'reasury  employtH?8  for 263 

sulM>nlinato  to  promotion,  Riile  X,  sec.  1 261 

sul)stitute  can  not  be  transferred  to  regular  position, 

note   263 

sul)stitute  force  of  iK)St-offi(es.  note 26;i 

three  years'  service  required,  statute 238 
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Transfer,  to  position  of  carrier,  of  person  appointed  prior  to  das- 

siflcation,  Rule  II,  sea  6 247 

where  promotion  is  Involved,  note 261 

without  certificate,  in  the  apportioned  service.  Rule  X, 

sec.  5 262 

in  the  nonapportloned  service.  Rule 

X,  sec.  6 262 

no  examination  required  in,  note 263 

Traveling  expenses  of  Commissioners,  act 217 

Treasury  Department,  classified  positions  in,  excepted  from  ex- 
amination        274 

Unclassified  laborers,  summary  of  regulations  governing  appoint- 
ment of 280 

Unclassified  positions.  Rule  II,  sec  1 244 

Vacancies  in  Commission,  how  filled,  act 217 

Vacancies  in  the  service,  how  filled.  Rule  VII 253 

provision  of  law  concerning,  act 219 

Veteran  preference.     (See  Preference  accorded  to  soldiers  and 

sailors.) 
Voluntary  service  in  order  to  obtain  Information  or  skill,  unlaw- 
ful, note 246 

prohibited  except  in  emergencies,  statute 235 

War  Department,  classified  positions  in,  excepted  from  examina- 
tion         274 

War  veterans,  preference  to.     (See  Preference  accorded  soldiers 

and  sailors.) 
Widows  of  soldiers  and  sailors.     {See  Preference  accorded  sol- 
diers and  sailors  in  reduction  of  force  and  also  in  reinstate- 
ment) 

Women,  clerkshii>s  open  to,  statute 228 

Workmen.     (See  Laborers. X 

Appointment  of  those  under  veteran  preference  statute 172 

unskilled  laborers,  regulations  governing 179 

Assessments,  political,  regulations  and  orders  concerning 183-186 

Authority  of 186 

Board  of  examiners,  information  for 140 

Boards,  District,  personnel  of,  and  regulations  governing 141 

of  examiners,  partisan  activity  of 161 

Ck>ast  and  Geodetic  Survey — 

Appointments  to,  rules  governing 120 

Examinations,  rules  governing 123-127 

Assistant  surgeons 125 

Mates,  regulations  governing  employment  of 165-168 

employment  of,  in  Philippine  service 166 

reports  of  changes  in  status  of,  to  be  made 168 

separations  and  reemployments  of 167 

Promotions 120-123 

Qualifications  required 122 

Contributions,  political,  circulars  soliciting 185 

Customs  service — 

New  York  City,  transfers  in,  regulations  governing 180-183 

At  Boston.  Chicago,  Baltimore,  Philadelphia,  New  Orleans.  San 
Francisco,  Portland,  Oreg.,  and  Port  Townsend,  special  regula- 
tions governing  promotions  and  transfers  in 192 

At  ports  other  than  above  and  at  New  York,  regulations  govern- 
ing promotions  and  transfers 192 

District  boards — 

Local  members  composing 141 

Method  of  handling  ofiieial  mail  from 164 

Supplies  for 163 

Districts,  U.  S.  civil  service,  territory  comprising 164 

Employees  and  political  assessments  and  portlsan  activity,  regula- 
tions and  orders  concerning ,.  183-186 
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Engineer  Department,  U.  S.  Army — 

Applications  for  positions  requiring  educational  test 128 

Classification  of 131 

position  not  requiring  educational  test 128 

Classification  of 131 

Board  of  examiners 127 

Duties  of 12$ 

Changes,  monthly  reports  of,  required 137 

Eligibles,  lists  of 129 

Employment,  temporary,  rules  governing 134 

Preference  for  appointment ;  discharged  soldiers  and  sailors 129-130 

Promotions  and  other  changes,  rules  governing 133 

Selection  and  appointment  in  classified  positions,  rules  governing  132 

Separations  and  reemployments,  rules  governing 135 

Examiners,  boards  of,  political  activity  of 186 

Examining  boards  of — 

Regulations  governing 140-164 

Allowances  for  traveling  expense*^ 162 

Applications,  inspection  of 142 

kinds  not  to  be  approved ^ 144-147 

reviewing  of 143 

rules  governing  consideration  of 142-147 

Appointing  officers  to  report  changes 160 

Appointment,  absolute,  in  connection  with  probational  ap- 
pointments    157 

probational - 153 

temporary 154 

Appointments,  how  made  when  no  register  of  eligibles 154 

Assessments,  political,  prohibited 161 

Changes  in  rank,  regulations  governing 159 

reports  of,  to  be  made 160 

Civil-service  instruction  schools,  inquiries  from 164 

Coaching  of  applicants  for  civil-service  examinations  by  em- 
ployees   prohibited — -«- —  164 

Custom-house  service,  promotions  In 158 

Dismissal  may  follow  coaching  of  applicants  for  civil-service 

examinations 164 

Eligibility,   period  of 157 

Eligibles,  establishment  of  registers  of 155-156 

list  of,  to  be  posted 156 

selection  of  names  of 154 

Employees,  attempts  of,  to  influence  legislation 161 

prohibited   from   coaching   applicants   for  civil- 
service   examinations 164 

Employment,  temporary,  regulations  governing 155 

Examination  papers,  rating  of 152 

Examinations,  regulations  governing 147-152 

for  Isthmian  Canal  service —  150 

for  Philippine  service -  150 

for  postal  service 150 

general  instructions  concerning 160-152 

method  of  conducting 148-152 

Excepted  positions.     {See  positions,  excepted.) 

ExiK»nses,  traveling,  allowances  for 162 

Information  for 140 

Information,  miscellaneous 163 

Instructions  to 140-164 

Jurisdiction  of 140 

Legislation,  attempts  of  employees  to  influence 161 

Miscellaneous  information 163 

Names,  selection  of  those  eligible — 154 

Papers,  examination.     (Sec  Examination  papers.) 

Partisan  activity  prohibited ... 161 

Preference,  veteran.     {Sec  Veteran  preference.) 

Political  assessments  prohibited «.^ 161 

Positions,  excepted,  rights  and  duties  of  those  holding .  160 
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Positions,  unclassified,  regulations  governing 160 

Postal  service,  promotions  in 167 

Probationary  period,  purpose  of 157 

Promotions,  regulations  governing 157-158 

custom-house  service 168 

postal  service 157 

Rank,  changes  in,  regulations  governing 159 

Registers,  establishment  of 155-156 

for  customs  service 156 

for  postal  service 156 

Reinstatements 159 

Removals,  regulations  governing 159 

Reports  of  changes  to  be  made  by  appointing  oflBcers 160 

Salary,  authority  to  withhold 161 

Schools  of  civil-service  instruction,  inquiries  from 164 

Supplies  for 163 

Transfers,  procedure  to  govern  In 158 

Traveling  expenses,  allowances  for 162 

Unclassified  positions.     (See  Positions,  unclassified.) 

Vacancies,  procedure  in  filling 163 

Veteran  preference,  regulations  governing 160 

Government  Printing  Office,  promotions  In,  regulations  governing. _  172-176 

Labor  employment,  board  of,  created . . 178 

Laborer,  unskilled — 

Regulations  governing  appointment  of 178-180 

Method  of  rating  to  determine  eligibility  of 179 

Qualifications  of  applicants  for  appointment  as 179 

Regulations  governing  appointment  of 179 

Removal  of 180 

Laborers,  unclassified,  regulations  governing  appointment  of 168-170 

Life  Saving  Service — 

Appointments  of  surf  man  In,  regulations  governing 186-192 

Surfman,  regulations  governing  admission  to  grade  of 186-192 

Mail  from  District  boards,  method  of  handling 164 

National  military  parks — 

Applications  for  positions  requiring  no  educational  test 188 

Boards  of  examiners 138 

DuUes  of 138 

Eligibles,  register  of 139 

Preference  for  appointment;  discharged  soldiers  and  sailors 139 

Ordnance  Department  at  large,  U.  S.  Army — 

Appointment,  preference  for 207 

Appointments,  emergency 209 

how,  may  be  made 207 

probational,  regulations  governing 208 

temporary 209 

Boards,  special,  to  conduct  examinations 204 

Changes  of  employees  to  be  reported . 210 

Classification  of  clerical  force  and  rates  of  pay  of 211 

of  employees  in 202 

Clerical  force,  classification  and  rates  of  pay  of 211 

Efficiency  records  to  be  kept 210 

Eligibles,  regulations  governing  certification,  etc.,  of 206 

Emergency  appointments 209 

Employees,  reports  of  changes  in,  to  be  made 210 

Examination  and  registration  of  applicants 204 

Increase  of  force,  regulations  governing 203 

Pay  of  clerical  force,  rate  of 211 

Pay,  rates  of 210 

Preference  for  appointment 207 

Probational  appointments,  regulations  governing 208 

Probations,  regulations  governing 207 

Rathigs  and  eligibility  of  applicants 205 

Records  of  efficiency  to  be  kept 1^S^ 
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Reductions  in  force,  regulations  governing 203 

Reemployment    (See  Reinstatement.) 

Reinstatement,  regulations  governing 208 

Schedule  of  positions  in , 202 

Temporary  appointments 209 

Transfers,  regulations  governing 208 

,             Vacancies  may  be  filled  by  promotion 207 

Partisan  activity,  regulations  and  orders  concerning 183-186 

Political  assessments,  regulations  and  orders  prohibiting 183-186 

Political  contributions,  circulars  concerning 186 

Preference,  veteran,    (See  Veteran  preference.) 

Promotions  in,  regulations  governing 180-183 

Railway  mail  service — 

Board  of  promotion 118 

Classification  of  employees 118 

Promotions,  rules  governing 118-120 

Reclamation  Service — 

Appointment  in,  regulations  governing 194-ld9 

Appointments  of 197 

Changes  in,  to  be  reported 199 

Classification  of  positions  in 194 

Examination  for  appointment  In,  regulations  governing 194-199 

Promotion  and  changes  in  status  of  employees  of 198 

Temporary  employment  in 198 

Unsicilled  labor  in 195-198 

Veterans  of  wars  to  be  given  preference 197 

Reinstatements,  information  concerning 193 

Removals — 

Departmental  regulations  oonceming 201 

Information  concerning 199-202 

Of  unskilled  laborers 180 

Restoration  to,  regulations  governing 183 

Retention  of  those  under  veteran-preference  statute 172 

Rural  carrier  service — 

Appointments,  regulations  governing 175-178 

Certifications  in 176 

Examinations  for,  character  of  and  procedure  in 176 

Qualifications  for  examination  for  appointment  in 177 

Removals   in 177 

Vacancies  in,  manner  of  filling 177 

Subtreasury  service.  Treasury  Department — 

Classification  and  scheilule  of  employees 115 

Change  of  conii)ensation 117 

Dismissals   117 

Examinations    116 

Political   assessments 117 

Promotions  and  transfei^s 117 

Temporary  duty,  assignment  to 117 

Transfers.     (See  Promotions.) 

Transfers — 

Age  limits  to  be  observed  in  malting 214 

Apportionment  to  be  observed  in  making 214 

Examination  may  be  liold  before  making 214 

From  Bureau  of  Engraving  and  Printing 215 

From  Isthmian  Canal  service 216 

From  Philippine  service 215 

Information    concerning 212-216 

Restriction    of 212 

Service  limitation  upon , 213 

Subordinate  to  promotions 213 

Those  prohibited 213 

Those  which  may  be  made  without  certificate 214 

To  be  made  to  positions  re<iuirlng  same  class  of  work . 214 

To  position  formerly  occupied , 213 

Within  Indian  service ^_  216 

Within  Post-Office  Department  and  postal  service 216 
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Unskilled  laborers.     {See  Laborers,  unskilled.) 

Vacancies,   rules   governing 118 

Veteran  preference — 

Regulations  governing 170-172 

Advantages  derived  under  statute  governing! in 

Api>ointiuent  and  retention  of  those  under  statute  covering 172 

Order  rc»specting,  in  reductions  of  force 172 

Reinstatement  of  those  to  whom  applies 171 

Veterans,  civil  war,  advantages  of,  in  examinations  for  unskilled  laborer..  172 
Bureau  of  Education : 

Library  of,  rules  governing 293 

Education,  Bureau  of.     {See  Bureau  of  Education.) 
Eleemosynary  institutions.  District  of  Columbia : 

Deaf  and  Dumb  institution.     (See  Columbia  Institution  for  Deaf  and 

Dumb. ) 
Hospital.     (See  Government  Hospital  for  the  Ins^ine;  Freedmen's 

Hospital;  Columbia  Institution  for  Deaf  and  Dumb.) 
Columbia  Institution  for  Deaf  and  Dumb — 

Regulations  governing 867-374 

Absences 371 

Buildings,  use  of 372 

Conditions,  regulations  in  regard  to . 371 

Discipline. 373 

Examinations,  rules  for 370 

Exercises  In  college^ 370 

Holidays 371 

Literary  society \ , 371 

Meals 372 

Order,  general  principles  of 370 

t*hysicai  culture  and  athletics 372 

Prohibitions 373 

Freedmen's  Hospital — 

Regulations  governingi 349-366 

Admissions 362 

Ambulance 362 

Applicants,  regulations  governing  those  for  treatment 364 

Clerk 354 

Course  of  training 360 

House  rules 365 

Internes 352-354 

Matron 356 

Nurses 357-359 

Training  school  for 359-361 

"Out-patient  department,"  regulations  governing 364 

Patients — 

Regulations  governing  admission  of 362 

Regulations  governing  "Out-patient  department" 364 

Regulations  governing  while  inmates  of  hospital 363 

Prescriptions,  limit  of,  in 364 

Pharmacist 355 

Questions  to  be  answered  by  candidate 360 

Surgeon,  assistant 351 

Surgeon  in  chief 351 

Steward 361 

Training  school  for  nurses.     (See  Nurses,  training  school  for.) 
Government  Hospital  for  the  Insane — 

Regulations   governing 325-348 

Absence  of  employees 341 

Amendments  to  rules  and  regulations 337 

Assemblages  of  patients 342 

Attendants,  duties  of 332-337 

Carriages  and  horses,  use  of 342 

Correspondence  of  patients 340 

Disbursement  of  pension  money  of  inmates  paid  to  superin- 
tendent    343 

Employees,  absence  of 341 

duties  of *XJft 


oary  institatioiis,  District  of  Columbia — Ck)ntinu« 
rnment  Hospital  for  the  Insane— Ck>ntina6d. 
Regulations  governing— Ck)ntlnued. 

Horses  and  carriages,  use  of 842 

Money,  pension,  of  Inmates  paid  to  superintendent,  disburse- 
ment of 843 

Nurses,  chief,  duties  of . 831 

subordinate,  duties  of 332-337 

Officers,  subordinate,  duties  of 329 

Organization,  meetings  and  duties  of 826 

Organization  list. 846 

Explanatory  note 847 

Patients,  assemblages  of 842 

correspondence  of 840 

on  visit 338 

paroled 338 

Pension  money  of  Inmates  paid  to  superintendent,  disburse- 
ment of 843 

Pensions  of  inmates,  table  of  division  of  monthly  rates......  345 

Physicians,  absence  of— 838 

Prisoners 340 

Regulations  of  board  of  visitors,  by-laws,  etc 826-337 

amendments  to 337 

**  Saddles,"  use  of,  as  means  of  restraint  discontinued 339 

Salary  list 346 

Explanatory  note 347 

Superintendent,  duties  of 827-328 

Supervisors,  duties  of ; 331 

Withdrawal  of  funds  from  U.  S.  Treasury  belonging  to  in- 
mates   325 

INTERIOR  DEPARTMENT,  regulations  generally : 

Absence,  circular  concerning  leave  of,  to  Territorial  governors  and 

secretaries 15 

relative  to  recording  leave  of,  of  bureau  chiefs 16 

during  office  hours  or  because  of  late  arrival  or  early  de- 
parture, to  be  charged  to  annual  leave 57 

leave  of,  law  and  regulations  governing  revised 35 

Instructions  concerning,  in  offices  of  registers,  re- 
ceivers, and  surveyors-general,  land  office 37 

for  bureau  chiefs,  memorandum  relative  to.. 39 

may  be  granted  by  heads  of  bureaus 41 

unused,  not  to  be  made  basis  of  extra  pay  for 45 

leaves  of,  order  relative  to 56 

order  relative  to,  without  pay 58 

in  land  service,  circular  relative  to 74 

to  clerks,  in  connection  with  their  work,  letter  of  Assistant 

Secretary  concerning 34 

regulations  with  respect  to,  of  members  of  watch 12 

relative  to,  in  excess  of  sixty  days 63 

Absent  employees,  circular  relative  to  overpayments  of  salary  to 39 

Absentees,  circular  relative  to  overpayment  of  salary  to 53 

Accounts,  awaiting  settlement,  regulations  concerning 6 

consultation  concerning 7 

approval  of,  to  be  by  Assistant  Secretary 48 

Agencies,  pension.     {See  Pension  agencies.) 

Agents,  field.  Geological  Survey,  regulations  relative  to  employment 

of 80 

laws  and  regulations  governing  recognition  of 22-2^ 

pension,  may  be  disbarred  for  too  strongly  urging  considera- 
tion of  cases  out  of  regular  order 3 

special,  General  Land  Office,  order  fixing  rate  of  per  diem 

subsistence ' 

Instructions  to,  concerning  ac- 
counts for  telegrams 

order  respecting  defection  of 
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Agents,  special,  General  Land  Office,  letter  of  Secretary  relative  to 

employment    of    assistants 

by  : 41 

circular  relative  to  more  work 

by  83-86 

Agreement  with  employees  of  Geological  Survey  not  to  divulge  infor- 
mation or  testify  In  mining  litigation  as  to  confidential  information 

possessed  by 61 

Allowances,  order  relative  to,  promulgating  regulations 71 

Announcement  of  decisions,  order  relative  to 82 

Annual  reports.     (See  Reports,  annual.) 

Appeals,  board  of  pension,  order  defining  duties  of 26 

from  Commissioner  General  Land  Ofllce,  order  respecting 

assignment  for  consideration  of 34 

in  pension  cases,  oral  hearings  may  be  had  before  Secretary.        17 

pension,  board  of,  reestablished 50 

order  relative  to  consideration  of 73 

Applications  for  office  and  accompanying  testimonials  not  to  be  with-   . 

drawn  under  certain  conditions 5 

for  appointment  constitute  part  of  records  of  Department.         6 
and  papers  relative  to,  not  to  be  seen  by  parties  having 

no  direct  Interest  therein,  without  permission 6 

appointment  and  testimonials  accompanying,  order  to 

heads  of  Bureau  relative  to j 10 

Appointment,  applications  and  testimonials  in  connection  with,  order 

to  heads  of  bureaus  relative  to 10 

of  field  agents  and  others  in  Geological  Survey,  how 

made 80 

Appointment  clerk,  duties  of 5 

to  be  custodian  of  applications  for  appointment 
and  records  of  correspondence  relative  thereto.  5 

Appointment  officer.     (See  Office,  appointment.) 
Appointments,  circular  concerning  recommendations  of,  by  bureaus..        33 

in  Indian  service,  Jurisdiction  of 9 

recommendations  concerning,  by  Grand  Army  post  com- 
manders employed  in  Department 41 

Appropriations,  blank  forms,  for  statement  as  to  weekly  condition  of, 

will  be  furnished 31 

circular  relative  to  addressing  communications  mak- 
ing estimates  for 21 

contingent,  circular  relative  to  deflcioncies  in 88 

order  relative  to  vouchers  for  expenditure  of 12 

Arguments,  oral,  Secretary  may  hear  in  appealed  pension  cases 17 

Assessments,  political,  circular  relative  to 65 

Assistance  of  persons  preparing  to  take  civil-service  examinations 

prohibited,  by  employees 94 

Assistant  Attorney-General,  opinion  of,  as  to  legal  holidays  in  States 

and  closing  of  Government  offices  in 81-83 

Assistant  Secretary  may  issue  order  tor  publication  of  official  matter.        11 

to  sign  instructions  to  subordinate  officers 8 

duties  of 48 

(See  also  First  Assistant  Secretary.) 
orders,  etc.,  by.     (See  also  Circular;  Communi- 
cation ;  Decision  ;  Instructions ;  Law ;  Letter ; 
Memorandum ;    Opinion ;    Order ;    Regulation ; 
Rule.) 
Assistant  Secretaries  may  sign  all  papers  Issuing  from  Secretary's 

office 40 

Assistant  Secretary  of  the  Interior.     (See  Assistant  Secretary.) 

Associations,  loan,  letter  respecting  policy  as  to 93 

\ttorney.  First  Assistant,  order  relative  to  designation  and  duties  of.        44 
Attorney-General,  Assistant     (See  Assistant  Attorney-General.) 
Attorneys,  ex-employ  cos  may  not  act  as,  before  Department  lief  ore 
certain  time 30 
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Attorneys,  laws  governing  recognition  of 22-24 

only  authorized  may  see  bounty-land  warrants  and  scrip.-  92 
pension,  onler  relative  to  investigation  of  charges  of  im- 
proper practice  by 17 

Auditor,  order  relative  to  opinions  of 14 

Baptists,  Seventh  Day,  those  of  that  denomination  not  excused  from 

Saturday  duty 76 

Binding  and  printing,  excerpts  from  laws  relating  to 105-108 

regulations  relative  to 99-105 

requisitions  for 99-102 

circular  relative  to  practice  of  economy  in 92 

library  and  text-books,  regulations  governing 104 

miscellaneous,  regulations  relative  to 104 

Blanks,  use  of  uniform,  for  time  reports ;  circulars  relative  to 96 

catalogue  of  those  in  use  by  Department  to  be  kept 10 

Board  to  Inspect  and  r^ort  upon  cabinet  and  carpenter  work  nec- 
essary to  be  done,  created 29 

duties  of 29 

of  pension  appeals.     {See  Appeals,  board  of  pension.) 

Bonds,  official,  and  other ;  regulations  governing  corporate  sureties  on  111 

correspondence    relative    to,    to    be   signed   by    First 

Assistant  Secretary 48 

letter  relative  to  premiums  on i 70 

order  relative  to  those  having  Individual  sureties  on 59 

regulations  governing  preparation  and  execution  of 68, 70 

regulations  governing  those  of  surveyors,  deputy  surveyors, 

and  deputy  mineral  surveyors 54 

rules  to  be  observed  in  executing 51-53 

Books,  catalogue  of  blank,  in  use  by  Department  to  be  kept 10 

library,  regulations  concerning,  with  reference  to  discharged 

employees 8 

order  relative  to  printing  and  illustrating 88 

Borrowing  money,  order  relative  to,  by  superiors  of  subordinates 32 

Bounty  land  warrants.     (See  Warrants,  bounty  land.) 

Branch  printing  office,  circular  relative  to 9 

Building,  order  relative  to  closing  of 12 

Pension  Office,  order  relative  to  superintendence  of 92 

rule  respecting  permits  to  enter  Interior  Department 13 

Bureau  of  Indian  Affairs,  letter  relative  to  charges  against  officials 

and  employees  in  Indian  Service 61 

letter  relative  to  employees  who  are  mem- 
bers of  Grand  Army  and  Loyal  Legion 

attending   funerals «  65 

letter  to  Commissioner  relative  to  resig- 
nation of  employees  In  Indian  Senrlce..  95 
of  Pensions.     (See  Pension  Bureau.) 

Bureau  chiefs,  circular  relative  to  addresses  of  those  absent 9 

recording  date  of  absence  of 16 

may  grant  leaves  of  absence 41 

must  apply  for  leave  of  absence 39 

to  submit  proposed  orders,  etc.,  to  Secretary  before 

promulgation 22 

to  make  weekly  work  reports 31 

to  consult  relative  to  changes  among  employees 49 

Bureaus,  circular  concerning  recommendations  by,  for  appointments, 

promotions,  reductions,  dismissals,  etc 33 

order  relative  to  outgoing  communications  from ,  20 

orders  and  circulars  prepared  in,  to  be  submitted  to  Secre- 
tary before  promulgation 22 

Business,  private,  of  employees;   letter  relative  to 46 

Cabinet  work.     {See  Woodwork.) 

Carpenter,  order  relative  to 20 

duties  of 29 

work,  board  to  inspect  and  report  upon  created 29 
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Cases,  contest.     ( See  Contest ) 

order  relative  to  record  of,  In  each  division 60 

pension,  or^er  relative  to  consideration  of  appeals  in 73 

Cash  report     (See  Report) 

Changes  among  Bureau  employees,   circular  relative  to 49 

official  circular  concerning  recommendations  for,  by  bureaus.  33 

Charges  against  officials  and  employees  in  Indian  Service 61 

notarial.  Executive  order  relative  to 88 

order   relative   to 87 

Charity,  letter  relative  to  soliciting  contributions  for,  in  Department.  00 

Chief  clerk,  acting,  not  authorized  to  administer  oaths  of  office 38 

authorized  to  countersign  requests  for  transportation 15 

may  issue  order  for  publication  of  official  matter 11 

may  sign  all  papers  issuing  from  Secretary's  office 40 

of  Land  Office,  can  not  act  as  Commissioner  of 88 

orders,  circulars,  and  instructions  by.     (See  Order,  Cir- 
cular, and  Instructiona) 
to  communicate  order  respecting  applications  for  office  to 

bureaus  of  Department 6 

to    receive,    inunediately   on   arrival    at   office,   certain 

classes  of  correspondence 47 

to  sign  references  without  instructions 8 

Chiefs  of  bureau.     (See  Bureau  chiefs.) 

Circular   (see  also  Communication;   Decision;   Instructions;   Law; 
Letter;     Memorandum;    Opinion;    Order;     Regulation; 
Rule), 
and  agreement  relative  to  confidential  information 'acquired 

by  Geological  Survey  employees 60 

announcing  abolition  of  official  stamps  and  making  regu- 
lations concerning 24 

discontinuing  file  Jackets • 8 

of  Commissioner  of  General  Land  Office  relative  to  more 

efficient  work  by  special  agents  of l 83-86 

prohibiting  throwing  of  glass,  wood,  lunch,  and  other  refuse 

in  waste-paper  vault 29 

regarding  mail  sent  to  post-office 9 

regarding  importunities  for  promotion 53 

relative  to  accounting  for  telegrams  transmitted  over  bond- 
aided  lines 42 

addresses  of  absent  bureau  chiefs 9 

correspondence 7 

changes  among  employees  in  bureau 49 

debt  claims  against  employees 49 

deficiencies  In  contingent  appropriations 88 

Department  library  hours 43 

disposal  of  useless  papers 46 

economy    in    printing,    binding,    stationery,    and 

supplies 92 

employees  in  land  service  becoming  interested  in 

public  lands 94 

emr>loyees  of  land  office  becoming  Interested  in 

public  lands 98 

estimates  of  appropriations 21 

fees  and  employment  of  clerks  In  contest  cases—  63 

fees  for  oaths  of  office  and  to  accounts 27 

illustrations  and  publications 73 

inclosing  penalty  envelopes  to  Members  of  Con- 
gress    14 

jurisdiction  of  branch  printing-office  work 9 

land-service  employees  and  leaves  of  absence 74 

leave  of  absence  for  Territorial  governors  and 

secretaries 15 

official    communion tfons    by    bureau    chiefs    and 

others 8 

8.  Doc  396,  69-2,  pt  1 26 
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Circular  relative  to  orders  and  circalars  to  be  promulgated  by  bureau 

chiefs 22 

OYerpayment  of  salaries  to  absent  employees 89 

overpayment  of  salaries  to  absentees 58 

passes  for  admission  to  rooms  of  Interior  De- 
partment building 16 

political  assessments 65 

porters'  fees 76 

printing  of  penalty  envelopes 20 

recommendations  by  bureaus  for  appointments, 

promotions,  reductions,  dismissals,  etc 88 

recommendations  for  promotion,  amending  civil- 
service  rules 65 

recording  date  of  absence  of  bureau  chiefs 16 

reforms  in  printing 4& 

registry   on   official   mail   deposited   outside   of 

Washington 25 

settling  accounts  for  telegrams 26 

Information  concerning  matter  for  publication—        47 

transportation  over  Pacific  railroads 81 

telegrams  from  subordinates  to  Secretary  of  the 

Interior 26 

transportation  requests 62 

uniform  time-report  blanic 96 

use  of  penalty  envelopes 11 

waste  paper 45 

Civil  service,  lixecutive  order  amending  rules  of,  as  to  recommenda- 
tions for  promotion 65 

Civil  Service  Commission,  letter  relative  to  correspondence  with 68 

Claims  for  debt  against  employees,  circular  relative  to 49 

{See  also  Debt.) 
pension,  order  relative  to  consideration  of,  out  of  regular 

order 35 

Clerk,  decision  as  to  correct  use  of  term 77 

disbursing,  order  to,  relative  to  opinions  of  Auditor  or  Comp- 
troller concerning  appropriations  for  Interior  Department 14 

chief,  of  Land  Office,  can  not  act  as  Commissioner  of 38 

appointment     (^ee  Appointment  clerk.) 
Clerks,  circular  relative  to  employment  of,  and  fees  of.  In  contest 

cases 63 

Instructions  relative  to  employment  of  contest,  in  Land  Office.        67 
prohibited  from  making  recommendations  or  giving  informa- 
tion relative  to  vacancies 6 

violation  of  this  rule  considered  sufficient  cause  for  dismis- 
sal of 6 

work  of  those  absent  letter  concerning 34 

Committee,  advisory,  on  printing  and  publication  created 110 

Commissioner  General  Land  Office.     {See  General  Land  Office.)    • 

of  Indian  Affairs.     {See  Indian  Affairs,  Bureau  of.) 
of  Pensions.     {See  Pension  Bureau.) 
Communication  {see  also  Circular;  Communications;  Decision;  In- 
structions;   Law;    Letter;    Memorandum;    Opin- 
ion; Order;  Regulation;  Rule), 
official,  with  Executive  Departments  or  Congress  by 
employees  prohibited  except  through  Secretary  of 

the  Interior 8 

Communications  {see  also  Communication). 

from   bureaus  to   Secretary,   containing  references, 

must  have  page  and  volume  cited 17 

to  subordinate  officers,  with  and  without  instruc- 
tions, method  of  handling 8 

order  relative  to  outgoing,  from  bureaus 20 

received  by  Pension  Bureau  through  mistake,  letter 

relative  to ... . .— ^— .^        77 

Compensation.     {See  Salary  and  pay.) 
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Comptroller,  order  relatlre  to  opinion  of,  aa  to  dlaburseni«nt  of  appro- 
priations         U 

Conduct,  official.     (See  Official  conduct) 

Confidential  Information.     {See  Information,  confldentlal.) 

Congreaa,  or  committees  of,  not  to  be  communicated  with,  on  oflSclal 

business  by  employees  except  tbrough  Secretary  of  the  Interior 8 

Contest  rases,  circular  relstlre  to  emptoyment  of  clerks  In 63 

Contest  clerks.     (See  Clerks.) 

Contingent  appropriations.     (See  Appropriations,  contingent) 

Contracts  for  suppllea  and  service,  to  be  signed  t^  First  Assistant 

Secretary 48 

not  to  be  awarded  defaulted  person,  firm,  or  corporation—        16 

rules  to  be  observed  in  execntlng DO 

Contributions,  soliciting  for  charity,  letter  relative  to 00 

Correspondence  (see  also  Letters  and  communications). 

certain  classes  of,  to  be  Immediately  delivered  Vo 
chief   clerk 47 

Sircular  relative  to 7 

armer  Instructions  as  to  bandling,  republished 17-19 

order  relative  to  change  In  method  of  keeping 10 

permanency  of  records  of,  made  with  typewriters 28 

with  ClTlI  Service  Commission,  letter  relative  to 68 

Corporate  sureties,     (See  Sureties,  corporate.) 

Debt,  prBctlce  respecting  claims  of 67 

Debts,  collection  of  those  owed  by  employees 87 

of  employees,  circular  relative  to 49 

Decision  (see  also  Cinwlar;   Communication;    Instructions;   Law;  Fietter; 
Memornndum ;  Opinion;  Order;  Regulation;  Rule), 
of  Assistant  Attorney-General,  dednlng  correct  use  of  terms 

"  officer,"  "  employee,"  and  "  clerk  " 77-79 

Decisions,  order  relative  to  announcement  of 32 

DeQclencies  in  contingent  appropriations,  circular  relative  to 88 

Department  order  relative  to  closing  building 12 

Departmental  practice.     (See  rractlce.) 
Department  of  the  Interior.     (See  Interior  Department) 
Deputy  surveyors.     (See  Surveyors,  deputy.) 

Disbarment  mny  result  where  peiiRlon  agents  too  strongly  urge  con- 
sideration of  CSBCS  out  of  regular  order S5 

of  attorneys  and  others  to  be  acted  upon  by  Assistant 

Secretary  _ _ _ 48 

regulations  governing  In  cn:<e8  of  agents,  attorneys,  and 

others  practicing  before  iwpnrtment 24 

Disbursements,  order  relative  to  opinion  of  Auditor  or  Comptroller 

respecting  appropriations  for  Interior  Department 14 

Disbursing  clerk.     (See  Clerk,  disbursliie.) 

Dishonesty  of  superiors  should  be  re|X)rted  by  subordlnntes 83 

Dismissals,  circular  concerning  reconmiendatlona  for,  liy  bureaus 33 

In  land  service,  letter  relative  to 68 

Division,  iDdlnn.  order  creating 56 

Jurisdiction  of 66 

of  pension  affairs  abolished.. 


order  relative  to  record  of  cases  in  each 

Documents,  order  relative  to  printing  and  illustrating 

Duties  of  First  Assistnnt  Secretary 

Economy,  circulnr  relative  to  jirnrtlce  of,  In  connection  with  print- 
ing, binding,  stationery,  and  supplies 

Elgbt-honr  day  to  apply  to  niPtlmnlcs  and  laborers  employed  on  Gov- 
ernment work.  Executive  order  concerning 

Employee,  decision  as  to  correct  use  of  term 

Employees  (tee  also  Ex -em  ploy  pes ) . 

absent,  circular  relative  to  overpayment  of  aniary  to 

becoming  Interested  In  public  lands,  circulnr  relative  to__ 

breaking  departmental  rules,  letter  retnllve  to 

Circular  relative  to  chnnpcs  ainonjj.  In  bureaus 

debt  claims  against... — - — ...-_.. 
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Employees  circular  relative  to  Importunities  by,  for  promotion...— 

oveiT)aymeiit  of  salary  to  auseiitees 

to  those  in  land  service  relative  to  becoming  In- 
terested In  public  lands 

collection  of  debts  of 

engaging  In  private  business,  letter  relative  to 

Executive  order  relative  to  those  who  are  notaries 

solicitation  by,  for  Increase  of 
pay  or  attempting  to  influ- 
ence legislation 

tn  Geological  Survey,  not  to  testify  in  mining  litigation  as 

to  confidential  knowledge 

will  not  act  as  mining  experts  for 
three  years  after  employment  in, 
with  respect    to  lands  reported 

upon  by 

may  be  dismissed  for  entertaining  company  In  halls  of 

building  during  office  hours 

In  Indian  service,  letter  relative  to  resignation  of 

members  of  Grand  Army  Who  are  required  to  attend 

funerals 

not  entitled  to  notice  in  advance  of  reduction,  opinion  of 

Assistant   Attorney-General 

not  forbidden  to  appeal  to  Secretary  of  unjust  discrimina- 
tion against  In  promotions 

not  to  receive  greater  compensation  than  established  by 

law 

of  Geological  Survey,  circular  and  agreement  relative  to 

confidential  information  required  by 

of  Indian  service,  letter  relative  to  charges  against 

order  relative  to  government  of,  during  office  hours 

testimonials  to  those  dismissed 

subordinate,  should  report  dishonesty  or  malfeasance  on 

part  of  superiors 

who  are  discharged  required  to  make  statement  as  to 

library  books  held  by  before  being  paid 

who  are  notaries,  order  relative  to  charges  by 

Employment  and  fees  of  clerks  in  contest  cases 

by  special  agents,  General  Land  Office,  of  assistants 

Envelopes,  penalty.     (See  Penalty  envelopes.) 

Estimates  for  appropriations,  to  whom  communications  concerning 

should  be  addressed 

Examinations  {see  also  Inspection). 

of  bounty-land  warrants  and  scrip  restricted  to  author- 
ized attorneys 

of  public  records  by  persons  not  connected  with  Depart- 
ment   

Examinations,  civil  service.  Executive  order  resi)ecting  assistance  to 

persons  preparing  to  take 

Executive  Departments  not  to  be  communicated  with  on  official  busi- 
ness except  through  Secretary  of  the  Interior 8, 

Executive  order  promulgating  regulations  as  to  binding,  etc 

relative  to  assisting  persons  to  prepare  for  civil  serv- 
ice examinations 

relative   to   hours  of  mechanics  and  laborers  em- 
ployed on  Government  work ] 

relative  to  notaries  in  Government  employ 

relative  to  recommendations  for  promotion 

relative  to  solicitation  by  employees  for  increase  of 

pay  or  attempt  to  Influence  legislation 

Ex-employees,  order  relative  to,  acting  as  attorneys  before  Depart- 
ment   

Expenditures,  order  relative  to  vouchers  for,  under  appropriations 

Extra  pay.     (See  Pay) 

Fees,  circular  relative  to.  of  clerks  in  contest  cases 

for  porters,  circular  relative  to r 

Id  consolidated  land  offices,  letter  relative  to 
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Fees,  registration,  or  mail  outside  of  Washington 25 

relative  to,  in  taking  oaths  of  office  and  oaths  to  accounts 27 

File  Jackets,  use  of,  discontinued 8 

First  Assistant  Secretary,  duties  of  {sfie  also  Assistant  Secretary) 48 

Flags  on  Departmental  buildings.* 16 

price  of- 16 

Freedman's  Hospital.     (See  Hospital,  Freedman's.) 
Frauds,  order  to  special  agents.  General  Land  Office,  concerning  de- 
tection  of : 31 

Funerals,  attendance  of,  by  Grand  Army  employees 49 

letter  relative  to  attendance  of,  by  employees  members  of 

Grand  Army  and  Loyal  Legion 65 

General  Land  Office,  appeals  from,  order  relative  to  assignment  for 

consideration 34 

chief  clerk  of,  can  not  act  as  Ommissioner  of—        38 
circular  of,  containing  special   instructions  to 

surveyors-general 89 

circular  of  Commissioner  of,  relative  to  more 

efficient  work  by  special  agents  of 83-86 

circular  relative  to  accounts  for  telegrams  sent 

by  special  agents  of 26 

circular  to  employees  of,  regarding  interest  in 

public  lands 94 

instructions   relative   to   leave   of   absence   of 

registers,  receivers,  and  surveyors-general  of_        37 
letter  of  Commissioner  of,  concerning  employees 

of,  becoming  interested  in  public  lands 98 

letter  of  Secretary  relative  to  employment  of 

assistants  by  special  agents  of 41 

letter  to  Oommissioner  of,  relative  to  closing 

land  offices  in  States  half  day  on  Saturday..        91 
letter   to    Commissioner   of,    relative   to    cor- 
respondence with  Civil  Service  Commission—        58 
letter  to  Commissioner  of,  relative  to  resigna- 
tions and  dismissals 68 

order  to  special  agents  of,  respecting  detection 

of  frauds 31 

order  fixing  rate  of  per  diem  subsistence  of 

special  agents  of 25 

Geological  Survey,  circular  and  agreement  relative  to  confidential 

information  acquired  by  employees  of 60 

regulations  concerning  employment  of  field  agents 

and  others  in 80 

Governors,  Territorial,  absence  of,  same  time  as  secretary  not  per- 
mitted          15 

circular  concerning  leave  of  absence  for 15 

must  not  absent  themselves  without  authority 

from  Department 15 

Grand  Army,  letter  relative  to  members  of,  employees,  attending 

funerals  65 

employees,    arrangements  with   respect   to   those   re- 
quired to  attend  fimernls 49 

post  commanders,  employed  in  Department  permitted 
to    make    recommendations    for    appointment    In 

official  capacity  41 

Holidays,   legal,    in   States,   opinion   of   Assistant  Attorney-General 

relative  to 81-83 

Hospital,  Freedman's,  letter  relative  to  appointment  of  employees  inl        56 

Hours  in  D^artment  library _' 43 

office,  in  pension  agencies,  letter  to  Commissioner  of  Pensions 

relative  to gO 

order  concerning  admission  to  Department  after III  8 

order  extending 79 

of  mechanics  and   lal)orers  employe<i  on   Government  work, 

Executive  order  concerning \\^ 

order  relative  to  government  of  employees  dwrVu^  o^o^e I-        ^*l 
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Illustrating  books,  documents,  and  reports,  order  relative  to 88 

Illustrations  In  publications,  circular  relative  to 73 

Indian  Affairs  Bureau.     (See  Bureau  of  Indian  Affairs.) 
Indian  Division.     (See  Division,  Indian.) 

Indian  service,  all  appointments,  removals,  resignations,  and  suspen- 
sions in,  to  be  handled  by  appointment  division,  Interior  Depart- 
ment   9 

Inflammable  oils,  order  relative  to  storage  of  in  building 33 

Information,  confidential,  acquired  by  employees  of  Geological  Sur- 
vey, circular  and  agreement  relative  to 60 

Inspection  of  public  records  and  accounts,  cases  in  which  permissible.        21 

order  relative  to,  by  persons 
not  connected  with  De- 
partment         21 

subordinate  officers  to  exer- 
cise their  judgment  as  to 

permitting,  generally 21 

Instructions  (see  also   Circular;   Communication;    Decision;    Law; 

Letter;  Memorandum;  Opinion;   Order;  Regulation; 
Rule). 

as  to  style  of  letters  addressed  to  President 81 

concerning  correspondence 7 

special,  to  surveyors-general 89 

to  registers  and  receivers  of  land  offices  as  to  employ- 
ment of  contest  clerks 67 

without  references  may  be  signed  by  chief  clerk 8 

Interior  Department  (see  also  Department). 

no  admission  to,  except  by  pass  after  office  hours         8 
Interior,  Secretary  of.     (See  Secretary.) 

Laborers,  Executive  order  relative  to  hours  of,  employed  on  Govern- 
ment work 110 

order  enjoining  diligence  of 41 

Lading,  bills  of;  regulations  governing 86 

Land,  public,  circular  relative  to  employees  of  land  service  becoming 

interested  in 98 

Land  Decisions,  order  relative  to  citations  from  volumes  of 27 

Land  Office,  circular  relative  to  leaves  of  absence  in  service  under 74 

Land  Office  receivers.     (See  Receivers,  Land  Office.) 
Land  Office  registers.     (See  Registers,  Land  Office.) 
Land  offices,  instructions  to  registers  and  receivers  in,  relative  to  em- 
ployment of  contest  clerks 67 

letter  relative  to  closing  half  day  on  Saturday  of  offices  in 

States 91 

fees  in  consolidated 95 

to  officers  of,  relative  to  attention  to  duties 58 

Lands,  public,  circular  relative  to  employees  of  land  service  becom- 
ing interested  in _«        94 

Land  warrants.     (See  Warrants.) 

Law  {see    also    Circular;    Communication;    Decision;    Instructions; 
Letter;  Memorandum;  Opinion;  Order;  Regulation;  Rule). 

governing  leave  of  absence  amended 35 

relative  to  abolition  of  official  postage  stamps 24 

Laws  governing  recognition  of  agents,  attorneys,  and  others 22-24 

relative  to  printing  and  binding,  excerpts  from 105-108 

Leave  of  absence.     (See  Absence,  leave  of.) 
Legal  holidays.     (See  Holidays,  legaL) 

Legislation,  Executive  order  relative  to  attempts  of  employees  to  In- 
fluence          62 

Letter  (see  also  Circular;  Communication;  Correspondence;  Instruc- 
tions ;   Law  :   Memorandum  ;   Opinion ;    Order ;    Reflation ; 
Rule), 
of  Commissioner  General  Land  Office  relative  to  fees  in  consoli- 
dated   offices    of    land 
service   95 
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Letter  of  Commissioner  General  Land  Office  to  registers,  receivers,  and 

surveyors  -  general    rela- 
tive to  leave  of  absence.  37 
of  First  Assistant  Secretary  concerning  work  of  absent  clerks-  84 
of  First  Assistant  Secretary  to  chief  clerk  of  Census  Bureau 

relative  to  administration  of  oaths  of  office 38 

of  Secretary  to  Commissioner  Qeneral  Land  Office  relative  to 

chief  clerk  of,  acting  as  Commissioner 88 

relative  to  employment  of  assistants  by  special 

agents,  General  Land  Office 41 

to  disbursing  clerk  relative  to  "  stop  pay  "  reports.  40 
transmitting  rules  and  regulations  governing  cer- 
tain bureaus  and  institutions  under  Interior  De- 
partment    8 

relative  to  appointment  of  employees  in  Freedman's  Hospital  ._  56 

attention  of  officers  of  land  offices  to  their  duties 58 

closing  land  offices  in  States  on  legal  holidays 91 

collections  of  debts  against  employees *     87 

correspondence  w'kh  Civil  Service  Commission 58 

Departmental  practice  respecting  claims  for  debt —  67 

employees  breaking  Department  rules 70 

employees  engaging  in  private  business 46 

excusing  Seventh  Day  Baptists  from  Saturday  duty.  76 
Grand  Army  post  commanders  employed  in  Depart- 
ment making  recommendations  for  appointment 41 

premium  on  official  bonds 76 

rtfles  to  be  observed  in  executing  contracts  and  bonds  50-53 

soliciting  contributions  for  charity 60 

subordinates  reporting  dishonesty  of  superiors 83 

employees  who  are  members  of  Grand  Army  attend- 
ing funerals 49 

to  Assistant  Attorney-General    relative  to   legal   holidays   in 

States 83 

Commissioner  General  of  Land  Office  relative  to  resignations 

and  dismissals 68 

Commissioner  of  Indian  Affairs  relative  to — 

Charge  agahist  officials  and  employees  in  Indian  serv- 
ice   61 

Employees,  as  members  of  Grand  Army  and  Loyal  Le- 
gion, required  to  attend  funerals 65 

Resignations  of  employees 95 

Ck>mmissioner  of  Pensions  relative  to — 

Communications  received  by  his  Bureau  through  error 77 

Policy  as  to  loan  associations 93 

Letters,  instructions  as  to  style  of  those  addressed  to  President '    81 

"received,"  to  be  briefed 18 

"sent,"  instructions  concerning 19 

Library,  departmental,  hours  open 43 

Loan  associations.     (See  Associations,  loan.) 

Loyal  Legion,  letter  relative  to  members  of,  who  are  employees  attend- 
ing funerals 65 

Mail,  foreign  and  domestic,  to  be  arranged  separately 9 

method  of  handling  outgoing 9 

official,  registration  of,  deposited  in  Washington  to  be  made  free 

of  charge 25 

order  relative  to  dating  and  signing 66 

distribution  and  signing  of 95 

registration  fees  on  that  outside  of  Washington 25 

requiring  action  by  Secretary,  order  concerning 47 

Malfeasance  of  superiors  should  be  reported  by  subordinates  when 

observed 83 

Matter  for  publication,  circular  relative  to 47 

Matters,  official.     {See  Official  matters.) 

Mechanics,  Executive  order  relative  to  hours  of,  employed  on  Gov- 
ernment work V^^ 
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Memorandum  (see  also  Circular;  Communication;  Decision;  Law; 

Letter;  Opinion;  Order;  Regulation;  Rule). 

as  to  unsatisfactoriness  of  stamped  signatures 30 

relative  to  leave  of  absence  for  bureau  chiefs 39 

Money,  order  relative  to  borrowing  of,  by  superiors  of  subordinates —        32 

Notarial  charges.     {See  Charges,  notarial.) 

Notaries  public,  order  relative  to  charges  by  those  employed  by  Gov- 

ment 87 

Executive  order  relative  to  those  in  Government  em- 
ploy  ^ 88 

Notice,  employees  entitled  to  none  in  advance  of  reduction,  opinion  of 

Assistant  Attorney-General 109 

Oaths  of  office,  acting  chief  clerk  not  authorized  to  administer 38 

Office  appointment,  changes  in  pay  rolls  to  be  certified  through 5 

branch  printing.     (See  Branch  printing  office.) 
hours.     {See  Hours,  office.) 
time.     (See  Time,  office.) 

Officer,  decision  as  to  correct  use  of  term 77-79 

Officers  of  land  office,  letter  relative  to  attention  of,  to  duties 58 

Official  bonds.     {See  Bonds,  official.) 
Official  changes.     {See  Changes,  official.) 

Official  conduct,  order  relative  to  charges  affecting 39 

reports  of  investigatioons  concerning,  to  be  perma- 
nently filed  in  appointment  division.  Secretary's 

office 39 

Official  matters,  those  requiring  Secretary's  signature  to  be  submitted 

through  chief  clerk ♦— 11 

Officials,  in  Indian  Service,  letter  relative  to  charges  against 61 

Oils,  inflammable ;  order  relative  to  storage  in  Department  building.        33 
Opinion  {see  also  Circular;  Communication;  Decision;  Instructions; 
Law;  Letter;  Memorandum;  Order;  Regulation;  Rule), 
of  Assistant  Attorney-General  as  to  legal  holidays  in  States.  81-83 

relative  to  legal  steps  neces- 
sary to  vacate  certain  posi- 
tion        109 

Oral  arguments,  Secretary  may  hear,  in  pension  appeal  cases 17 

Order   {see  also  Circular;  Communication;  Decision;  Instructions; 
Laws;  Letter;  Memorandum;  Opinion;  Regulation;  Rule). 

abolishing  division  of  pension  affairs 50 

as  to  duties  of  first  assistant  and  Assistant  Secretary 48 

concerning  countersigning  of  requests  for  transportation 15 

papers  relative  to  pension  laws 7 

requests  for  transportJition 14 

constituting  board  to  Inspect  and  report  upon  cabinet  and  car- 
penter work  necessary  to  be  done 29 

creating  advisory  committee  on  printing  and  publication 110 

Indian  division,  Interior  Department 50 

enjoining  diligence  on  part  of  laborers 41 

establishing  eastern   standard  time  for  office  hours,   unless 

changed  by  further  orders  or  by  Congress 20 

Executive,  relative  to  employees  assisting  persons  to  prepare 

for  clvil-servlce  examinations 94 

relative  to  hours  of  mechanics  and  laborers  em- 
ployed on  Government  work 110 

relative  to  notaries  in  Government  employ 88 

promulgating  regulations  as  to  printing,  etc 96 

relative  to  recommendations  for  promotion 65 

relative  to  solicitation  by  employees  for  increase 

of  pay  or  attempt  to  influence  legislation 62 

extending  office  hours 79 

fixing  rate  of  per  diem  subsistence  of  special  agents,  General 

Land  Office 25 

not  to  be  promulgated  by  bureau  chiefs  until  submitted  to 

Secretary 22 

permitting  heads  of  bureau  to  grant   leaves  of  absence  to 
clerks 4 
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Order  prohibiting  raffling  in  Department 26 

smoking  in  certain  places 46 

promulgating  regulations  as  to  consideration  of  pension  ap- 
peals   73 

relative  to  traveling  and  allowances  71 

rules  to  govern  watching  of  building 12 

relative  to  absence  without  pay 68 

accounts  awaiting  settlement 6 

admission  to  Department  outside  of  office  hours 8 

announcement  of  decisions 32 

applications  for  office 5 

appointments  in  Indian  service 9 

board  of  pension  appeals 26 

borrowing  money  of  subordinates  by  superiors 32 

calling  for  resignations 35 

carpenter  and  woodwork 20 

change  in  method  of  keeping  correspondence  records  10 

changes  in  pay  rolls 5 

charges  against  official  conduct 39 

citations  from  land  decisions 27 

closing  of  Department  building 12 

compensation 6 

consideration  of  pension  claims  out  of  regular  order  35 

designation  and  duties  of  first  assistant  attorney 44 

duties  of  appointment  clerk 5 

dating  and  signing  mail 66 

disbursements  16 

distribution  and  signing  of  mail 95 

employment  of  ex-employees  as  attorneys  before 

Department  30 

flags  on  departmental  buildings 16 

government  of  employees,  office  hours 62 

immediate  delivery  to  chief  clerk  of  certain  classes 

of  mail 47 

improper  practices  of  pension  attorneys 17 

Inspection  of  public  records  and  accounts  by  per- 
sons not  connected  with  Department 21 

leaves  of  absence 56 

mail  requiring  action  by  Secretary 47 

matter  furnished  for  publication 11 

matter  requiring  signature  of  Secretary ' 11 

notarial  charges 87 

occupancy  by  Interior  Department  of  former  Post- 

Office  Department  building 68 

official  bonds  having  individual  sureties 59 

official  papers  issued  from  office  of  Secretary 40 

opening  proposals  for  supplies,  etc 45 

oral  hearings  in  appealed  pension  cases 17 

outgoing  communications  from  Bureaus 20 

printing  and  illustrating  of  books,  documents,  and 

reports  88 

proposals  from  defaulted  person,  corporation,   or 

firm 16 

recommendations  for  appointment 6 

record  of  cases  in  each  division 59 

references  to  acts  of  Congress  in  publications  citeti 

in   correspondence 17 

storage  of  inflammable  oils  In  building 33 

superintendence  of  Pension  Office  building 92 

testimonials  to  dismissed  employees 9 

typewriting  machines  In  use 32 

vouchers  for  expenditure  of  appropriations 12 

weekly  cash  report 30 

weighing,  sale,  etc.,  of  waste  paper 33 

special  agents.  General  Land  Office,  concerning  de- 
tection of  frauds "^'^ 
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Orders  regarding  leaves  of  absence  revised  and  modified 35-36 

republishing  instructions  as  to  handling  correspondence 17-19 

requiring  weekly  work  reports 31 

restricting  examination  of  bounty  land  warrants  and  scrip  to 

authorized   attorneys 92 

to  heads  of  bureau  relative  to  appointment  applications  and 

testimonlAls 10 

Overpayment  of  salary  to  absent  employees 39 

Pacific  railroads,  circular  relative  to  transportation  over 31 

Paper  waste.     (See  Waste  paper.) 

Papers,  correspondence  relative  to  permanency  of  records  made  on, 

with  typewriter  ribbons 27-29 

ofilcial,  order  relative  to  those  Issued  from  ofilce  of  Secretary        40 
relative  to  violation  of  pension  laws  to  be  forwarded  to 

Interior  Department  in  event  of  decision  to  prosecute 7 

useless,  circular  concerning  disposal  of 46 

when  temporarily  withdrawn  from  files,  note  must  be  made 

of  7 

Passes  for  admission  to  rooms,  circular  relative  to 16 

Pay  (see  also  Salary). 

increase   of.   Executive   order   relative   to   solicitation   by   em- 
ployees for 62 

no  extra,  to  accrue  to  those  who  fail  to  take  leave  of  absence 

due  them  45 

order  relative  to  leaves  of  absence  without 58 

regulation  relative  to  absence  in  excess  of  sixty  days  without 63 

Pay  rolls,  no  changes  to  be  made  in,  unless  approved  by  Secretary 5 

Peddlers,  newsboys,  beggars,  solicitors,  etc.,  not  allowed  in  building..        13 
Penalty  envelopes,  circular  relative  to  inclosing,  to  Members  of  Con- 
gress         14 

circular  prohibiting  officers  of  Department  from 

printing  or  causing  to  be  printed 20 

circular  relative  to  use  of 11 

circular  relative  to  use  of,  after  abolition  of  offi- 
cial postage  stamps 24 

law  relative  to 24 

Pension  affairs,  division  of,  abolished 50 

Pension  agencies 80 

Pension  appeals.    (See  Appeals,  pension.) 
Pension  attorneys.    (See  Attorneys,  pension.) 

Pension  Bureau,  all  orders  and  instructions  of,  to  be  in  writing 6 

letter  to  Commissioner  relative  to  communications  re- 
ceived by,  through  error 77 

letter  to  Commissioner  relative  to  loan  associations..        93 
order  to,  concerning  "sanction  of  Department"  of 

instructions,  etc.,  issued  by .         6 

order   concerning  papers   relating  to   violations   of 

pension  laws  7 

Pension  claims.     {See  Claims,  pension.) 

Pensions,  Commissioners  of.     (See  Pension  Bureau.) 

Pension  Office  building.     (See  Building.) 

Persons,  laws  governing  recognition  of,  in  transaction  of  business 

before  Department 22-24 

Political  assessments,     (^ee  Assessments,  political.) 

Porters,  fees  for,  circular  relative  to 76 

Position,  opinion  of  Assistant  Attorney-General  as  to. steps  neces- 
sary to  legally  vacate  certain ' 100 

Postage.     (See  Stamps,  postage.) 

Postage  stamps.     {See  Stamps,  postage.) 

Post-Office  Department  building,  order  relative  to  occupancy  of,  by 

Interior   Department   58 

Practice  before  Department,  laws  and  regulations  governing 22-24 

any  person  not  attorney  at  law  may 

qualify  for 23 

Premium  on  official  bonds,  letter  relative  to 76 

President,  the.  Instructions  as  to  style  of  addressing  letters  to 81 

Printer,  Public.    {See  Public  Printer.) 
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Printing  and  binding,  excerpts  from  laws  relating  to 105-108 

miscellaneous  regulations  relative  to 104 

•       regulations  relative  to 99-105 

requisitions  for 99-102 

and  publication,  committee  on,  created 110 

circular  relative  to  Jurisdiction  of  that  done  at  branch  office.  9 

practice  of  economy  in 92 

reforms  in 43 

Executive  order  promulgating  regulations  as  to 96 

Illustrations,  circular  jelative  to 73 

letter  of  Public  Printer  relative  to  reforms  in 43 

order  relative  to 88 

Printing  Office.     {See  Printing  and  Branch  printing  office.) 

Promotion,  circular  relative  to  importunities  for 53 

Promotions,  circular  concerning  recommendations  for,  by  bureaus 33 

Property  of  Department,  none  to  be  taken  without  written  order 13 

Proposals  for  furnishing  supplies,  etc.,  order  relative  to  opening  of 45 

from  defaulted  person,  firm,  or  corporation,  order  concern- 
ing  . 16 

Public  lands.    {8ee  Lands,  public.) 

Public  printing  and  binding,  excerpts  from  laws  relative  to 105-108 

Public  records.    (See  Records,  public.) 

Publication,  committee  on  printing  and,  created 110 

matter  of,  circular  relative  to 47 

order  relative  to  matter  furnished  for 11 

Publications  and  annual  reports,  regulations  governing 102-104 

circular  relative  to  illustrations  in 73 

Public  Printer,  letter  of,  relative  to  reforms  in  printing 43 

Raffling  In  Department,  order  prohibiting 26 

ReceWers  in  consolidated  land  offices,  letter  relative  to  fees  of 95 

land  office,  circular  relative  to  leaves  of  absence  of 74 

land  office,  instructions  relative  to  leave  of  absence  of 37 

land  offices,  instructions  to,  relative  to  employment  of  con- 
test clerks 67 

Recognition  of  agents,  attorneys,  and  others,  laws  and  regulations 

governing 22-24 

Recommendations  for  appointment  by  Grand  Army  commanders  em- 
ployed in  Department 41 

for  appointment  not  to  be  made  by  clerks 6 

for   promotion,   Executive   order   amending   civil- 
service  rules  relative  to 65 

Record  of  cases,  order  relative  to,  in  each  division 59 

Records,  if  in  doubt  as  to  propriety  of  inspection  of,  by  nonem- 

ployees,  to  submit  matter  to  higher  authority 21 

of  correspondence,  order  relative  to  change  in  method  of 

•  keeping 10 

public,   order   relative   to  inspection   by   persons   not  con- 
nected with  Department 21 

purposes  for  which  accessible  to  examination 21 

subordinate  officers  to  exercise  their  judgment  as  to  per- 
mitting inspection  of 21 

Reduction,  employees  not  entitled  to,  in  advance  of,  opinion  of  As- 
sistant  Attorney-General 109 

Reductions  or  other  official  changes  in  personnel  of  Department,  cir- 
cular concerning  recommendations  for,  by  Bureaus 33 

References  to  subordinates,  with  and  without  instructions,  method  of 

handling 8 

Refuse,  circular  relative  to  disposal  of  glass,  wood,  lunch,  and  other.  20 

Registers,  land,  office,  circ\ilar  relative  to  leaves  of  absence  of 74 

instructions  relative  to  leave  of  absence  of 37 

land  offices,  instructions  relative  to  employment  of  contest 

clerks J 67 

in  consolidated  land  offices,  letter  relative  to  fees  of 95 

Registration  of*  mail  outside  of  Washington,  circular  regarding  fees 

for 25 

of  official  mail  to  be  free  in  Washlngtoii *i5i 
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Regulation  {see  also  Circular;  Comuiunication ;  Decision,  Instruc- 
tions; Law;  Letter;  Memorandum,  Opinion;  Order; 
Regulations;  Rule). 

relative  to  absence  in  excess  of  sixty  days 63 

Regulations  («6e  also  Circular;  Communication;  Decision;  Instruc- 
tions; Law;  Letter;  Memorandum;  Opinion;  Order; 
Regulation;  Rule). 

as  to  printing,  etc..  Executive  order  promulgating 96 

governing  bills  of  lading  and  transportation  requests 86 

binding  of  library  and  text-books 104 

bonds  of  surveyors,  deputy  surveyors,  and  dep- 
uty mineral  surveyors 54 

corporate  sureties  on  ofiicial  and  other  bonds.       Ill 

leave  of  absence  revised 35 

preparation  and  execution  of  official  bonds 68-70 

publication    of    annual    reports    and    other 

matter   102-104 

recognition  of  agents,  attorneys,  and  others..  22-24 

requisitions  for  printing  and  binding 99-102 

travel  and  allowances 71 

of  Geological  Survey  as  to  employment  of  field  assist- 
ants and  others 80 

relative  to  printing  and  binding .». 99-105 

Resignations  in  land  service,  letter  relative  to 68 

Removals  in  Indian  Service,  Jurisdiction  of 9 

Report  {see  also  Reports). 

cash,  any  irregularity  or  discrepancy  disclosed  by,  to  be  given 

immediate  attention 30 

must  be  carefully  scrutinized  before  forwarding  to 

Treasury  ___ 30 

to  show  as  nearly  as  possible  exact  financial  condition 

entire  Department  service 30 

of  cash,  required  weekly 30 

time,  circular  relative  to  blanks  for 96 

Reports.     {See  also  Report). 
Reports  {see  also  Report). 

memorandum  of  those  to  be  examined  by  superiors  should 

be  made  by  subordinates 18 

annual  and  other  matter,  regulations  governing  publication 

of 102-104 

order  relative  to  printing  and  illustrating 88 

to  disbursing  clerk  relative  to  "  stop  pay,"  letter  concerning.        40 

of  work,  to  be  made  weekly 31 

Request  for  transportation.     {See  Transportation.) 
Requests  for  transportation.     (See  Transportation.) 

Requisitions  for  printing  and  binding 99-102 

miscellaneous,  as  to  printing  and  binding 104 

Resignations  in  Indian  Service,  jurisdiction  of 9 

not  to  be  called  for  except  by  S(?cretary's  direction 35 

Ribbons,  typewriter.     {See  Typewriter  ribbons.) 
Rolls,  pay.     {See  Pay  rolls.) 

Rooms,  circular  relative  to  admission  to,  of  Department 16 

Rule  {see  also  Circular:  Communication;  Decision:  Instructions; 
Law  ;  Letter ;  Memorandum ;  Opinion  ;  Order ;  Regulation ; 
Rules). 

for  consideration  of  pension  cases  out  of  regular  order 35 

Rules  («f?e  a^o  Circular:    Communication;    Decision;    Instructions; 
Law  ;  Letter  ;  Memorandum ;  Opinion  ;  Order ;  Regulation ; 
Rule), 
disobedience  to,  by  watchmen  or  failure  to  report  violations  of, 

ground  for  dismissal 13 

for  government  of  watcli.  Interior  Department 12 

letter  relative  to  employees  breaking  those  of  Department 70 

to  be  observed  in  executing  contracts  and  bonds 50-53 
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Salaries,  overpayment  of,  to  absentees 63 

Salary  (see  also  Salaries  and  pay). 

overpayment  of,  to  absent  employees 39 

Saturday  closing,  letter  relative  to,  in  States  where  Saturday  is  half 
holiday 91 

Scrip,  examination  of,  restricted  to  authorized  attorneys 92 

Secretaries,  Territorial,  circular  concerning  leave  of  absence  for 15 

Secretary,  or  Secretaries,  or  chief  clerk  to  sign  all  papers  issuing 

from  Secretary's  office 40 

may  hear  oral  arguments  in  pension-case  appeals 17 

may  issue  order  for  publication  of  official  matter 11 

to  call  for  resignations 35 

not  to  be  called  upon  unnecessarily  to  determine  whether     , 
or  not  public  records  may  be  examined  by  persons  not 

connected  with  Department 21 

official  matter  for  signature  of,  to  be  submitted  through 

chief  clerk * 11 

order  relative  to  mail  requiring  action  by 47* 

orders,  etc.,  by.     (See  also  Circular;    Decision;    Instruc- 
tions;    Letter;     Memorandum;     Order;     Regulations; 
Rule.) 
to  consider  report  of  investigations  of  pension  attorneys 

charged  with  practicing  improperly 17 

to  be  promptly  notified  of  absentees  who  have  exhausted 

leave 1 53 

to  be  provided  with  copies  of  all  outgoing  communications 

from  bureaus 2Q 

to  handle  all  correspondence  with  Civil  Service  Commis- 
sion          58 

to  pass  upon  orders  and  regulations  drafted  by  bureau 

chiefs  before  promulgation 22 

Secretary  of  Interior.     (See  Secretary.) 

Secretary's  office  to  handle  promulgation  of  matter  for  publication 48 

Secretary's  orders.     {See  Order  and  Secretary.) 

Service,  Indian.     (See  Indian  service  and  Bureau  of  Indian  Affairs.) 

land.      (See  Lands;  Land  offices,  and  General  Land  Office.) 
Seventh  Day  Baptists.     {See  Baptists,  Seventh  Day.) 

Signatures,  stamped,  memorandum  as  to  unsatisfactoriness  of 30 

Smoking,  order  prohibiting  in  certain  places 46 

Special  agents.     (See  Agents,  special.) 

Special  instructions.     {See  Instructions,  special) 

Stamps,  official  use  of,  abolished 1 24 

Stationery,  circular  relative  to  practice  of  economy  in  use  of 92 

Statement  required  as  to  library  books 8 

States,  legal  holidays  in,  opinion  of  Assistant  Attorney-General  rela- 
tive to 83 

•*  Stop  pay,"  reports  to  disbursing  clerk,  letter  concerning 40 

Subordinates  should  report  dishonesty  of  superiors 83 

Subsistence,  per  diem,  of  special  agents  General  Land  Office;   order 

fixing  rate  of 25 

Superintendent  of  Pension  Office  building,  order  relative  to  duties  of«_        92 
Superiors  who  are  dishonast,  etc.,  should  be  reported  by  subordinates.        83 

Supplies,  circular  relative  to  practice  of  economy  in 92 

Sureties,  corporate,  on  official  and  other  bonds,  regulations  governing.      Ill 

Survey,  Geological.     {See  Geological  Survey.) 

Surveyors,  General  Land  Office,  circular  relative  to  leaves  of  absence 

of 74 

deputy,  regulations  governing  as  to  bonds  of 54 

deputy  mineral,  regulations  governing  as  to  bonds  of 54 

regulations  governing  as  to  bonds  of_ 54 

Surveyors-general  of   land   office,   instructions  relative  to   leave  of 

absence  of 37 

special  instructions  to 89-91 

Suspensions  of  employees  of  Indian  Office,  jurisdiction  of 9 
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Telegrams,  copies  of,  to  be  furnished  with  accounts 26 

from  subordinates  to  Secretary,  circular  concerning 26 

order  relative  to  accounting  for  those  transmitted  over 

bond-aided  lines 42 

Telegraph  lines,  relative  to  accounting  for  messages  transmitted  over 

those  which  are  b6nd-alded 42 

Territorial  governors.     (See  Governors,  Territorial.) 
Territorial  secretaries.     (See  Secretaries,  Territorial.) 
Testimonials,  accompanying  applications  not  to  be  withdrawn  under 

certain  conditions 5 

order  to  heads  of  bureaus  relative  to 10 

The  President     {See  President,  The.) 

Time  office,  order  establishing  eastern  standard  for 20 

report  blanks,  circular  relative  to 96 

Transportation,  circular  relative  to,  from  Pacific  railroads 31 

form  of  report  to  be  made  in  connection  with  re- 
quests for 14 

order  concerning  requests  for 14 

requests,  circular  relative  to 62 

requests  for,  to  be  countersigned  by  chief  clerk 15 

requests,  regulations  governing 86 

Travel,  order  relative  to  promulgating  regulations 71 

Typewriter  ribbons,  correspondence  relative  to  permanency  of  rec- 
ords made  by 27-29 

Typewriters,  correspondence  concerning  permanency  of  records  made 

with 27-29 

order  relative  to  report  of  number  and  kind  in  use  in 

Department,  and  their  respective  locations 32 

Typewriting  machines.     {8ee  Typewriters.) 
Useless  papers.     {See  Papers,  useless.) 

Vacancies,  no  information  to  be  given  by  clerks  concerning 6 

Vacating  certain  position,  opinion  of  Assistant  Attorney-General  as 

to  legal  steps  necessary  to 109 

Vouchers  for  expenditures  of  appropriations  must  bear  authority  of 

Secretary's  office 12 

Warrants,  bounty  land,  examination  of,  to  be  restricted  to  authorized 

attorneys 92 

Waste  paper,  order  relative  to  weighing,  sale,  etc.,  of 3^i 

to  be  kept  free  of  matches,  refuse  of  lunches,  etc 45 

Watch  of  Interior  Department,  rules  for  government  of 12 

Watchmen  may  be  dismissed  for  failure  to  obey  rules  or  to  report 

violations  of 1 13 

Weekly  cash  report.     {See  Reijort.) 

Weekly  reports.     {See  Reports.)  , 

Woodwork,  board  to  inspect  and  report  upon,  created 29 

duties  of 29 

order  relative  to 20 

Work,  hours  during  which  mechanics  and  laborers  employed  on  Gov- 
ernment,  may 110 

of  absent  clerks,  letter  concerning 34 

Work  reports.     {See  Reports.) 

Interior  Department,  letter  from  Secretary 3 

NATIONAL  PARKS : 

Regulations  governing 297-322 

American  antiquities,  regulations  for  preservation  of 320-322 

Antiquities,  American.     {See  American  antiquities.) 

Crater  Lake,  regulations  governing 312-315 

Concerning  privileges  on  or  over  lands  segregated  from 306 

Live  stock,  Impounding  and  disposition  of  that  found  loose 

in  314 

General  Grant,  regulations  governing 309-^312 

Live  stock,  impounding  and  disposition  of  that  found  loose 

in  311 

Hot  Springs  Reservation,  regulations  governing 316--319 

Mount  Rainier  National  Park,  regulations  governing ., 315 
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Sequoia  National  Parl^,  regulations  concerning . 307-309 

Live  stock,  impounding  and  dispositioft  of  that  found  loose 

in 309 

Yellowstone  National  Park/  regulations  governing 299-302 

Instructions  to  travelers  through 300-302 

Yosemite  National  Park,  regulations  goveming 302-307 

Live  stock,  impounding  and  disposition  of  that  found  loose 

in '. 806 

Parks,  national.     (See  National  parka) 
Reservations,  national.     {ISee  National  parks.) 
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REGULATIONS  FOR  THE  ADMINISTRATION  OF 

PENSION  LAWS. 


FORM  AND  REQUIREMENTS  AS  TO  FEE  AGREEMENTS. 


Par.  1.  The  following  is  the  form  of  fee  aCTeement  prescribed 
by  the  Commissioner  of  Pensions  and  approved  oy  the  Secretary  of 
the  Interior  July  8,  1884,  under  the  provisions  of  the  act  of  Congress 
approved  July  4,  1884 : 

[To  be  executed  In  duplicate  without  additional  cost  to  claimant.] 

ABTICLES  OF  AGREEMENT. 

Whereas  I, ,  late  a in  Company of  the 

Regiment  of Volunteers,  war  of ,  having  made  application  for 

pension  under  the  laws  of  the  United  States : 

Now  this  agreement  witnesseth :  That  for  and  in  consideration  of  services 
done  and  to   be  done  in  the  premises,   I   hereby   agree  to  allow  my  agent, 

,  of -,  the  fee  of dollars,  which  shall   include  all 

amounts  to  be  paid  for  any  services  in  the  furtherance  of  said  claim;  and  said 
fee  shall  not  be  demanded  by  or  payable  to  my  said  agent,  in  whole  or  in  part, 
except  in  case  of  the  granting  of  my  pension  by  the  Commissioner  of  Pensions; 

and  that  the  same  shall  be  paid  to ,  in  accordance  with  the  provisions  of 

sections  4768  and  47G9  of  the  Revised  Statutes  United  States. 


[Signature  of  two  witnesses.] 


[Signature  of  claimant] 
[Post-office  address.] 


State  of .  County  of ,  as: 

Be  it  known  that  on  this  the day  of ,  A.  D.  1 ,  personally  ap- 
peared   ,  the  above  named,  who,  after  having  had  read  over  to 

,  In  the  hearing  and  presence  of  the  two  attesting  witnesses,  the  contents 

of  the  foregoing  articles  of  agreement,  voluntarily  signed  and  acknowledged 
the  same  to  be free  act  and  deed. 

[L.  s.]  

[Official  signature.] 

And  now,  to  wit,  this day  of ,  A.  D.  1 , ^  accept  the 

provisions  contained  in  the  foregoing  articles  of  agreement,  and  will,  to  the 

best  of ability,  endeavor  faithfully  to  represent  the  interest  of  the 

claimant  in  the  premises.     hereby  certify  that have  received 

from  the  claimant  above  named  the  sum  of dollars,  and  no  more; 

dollars  being  for  fee,  and  the  sum  of dollars  being  fo^  postage  and  other 

expenses.  And  that  tliese  agreements  have  been  executed  in  duplicate,  without 
additional  cost  to  the  claimant,  as  required  by  law,  in  excess  of  the  fee  above 
named,  the  said  agent  making  no  charge  therefor. 


[Signature  of  agent] 
Witness hand  the  year  and  day  above  written. 

State  of ,  County  of ,  88: 

Personally  came ,  whom  I  know  to  be  the  person repre- 
sents ■ to  be,  and  who,  having  signed  above  accei)tance  of  agreement, 

acknow.fHiged  the  same  to  be free  act  and  deed. 

[L.  8.]  

[Official  signature.] 

Approved  for dollars,  and  payable  to  ,  of ,  the 

recognized  attorney. 


Commi88loner  of  Pensions. 

1 


8  BULES  AND   BEQUIATTONS,  DEPARTMENT   OP   INTERIOR. 

In  addition,  the  form  above  prescribed  must  have  printed  on  the 
reverse  the  words  "  Notice  to  claimant "  that  "  This  agreement  is 
permissible  under  the  law  but  not  compulsory,"  and  a  copy  of  the 
act  of  July  4,  1884. 

Par.  2.  A  fee  agreement  which  does  not  conform  to  the  prescribed 
form  will  not  be  accepted,  nor  will  any  agreement  be  recognized  as 
valid  unless  the  claimant's  signature  thereon  is  attested  by  me  signa- 
tures of  two  witnesses  and  unless  the  claimant's  acknowledgment 
thereto  is  before  some  oflScer  duly  authorized  to  administer  oaths 
for  general  purposes.  If  the  oflScer  is  authorized  to  have  and  use  a 
seal  an  impress  thereof  should  appear  upon  the  jurat,  and  if  not  his 
official  character  should  be  shown  by  a  certificate  of  the  clerk  of  a 
court  of  record  or  other  proper  officer  of  the  State.  Wliere  an  officer 
is  authorized  to  administer  oaths  for  general  purposes,  but  is  not 
required  by  the  laws  of  his  State  to  have  and  use  a  seal,  he  may  file 
in  this  Bureau  a  certificate  of  his  official  character,  showing  his 
official  signature  and  term  of  office,  certified  by  a  clerk  of  a  court 
of  record  or  other  proper  officer  of  the  State  as  to  the  genuineness 
thereof,  to  be  used  m  the  verification  of  his  official  acts  during  the 
term  of  his  office,  and  further  evidence  relative  thereto  is  unnecessary. 

Par.  3.  The  attorney's  or  agent's  acceptance  of  the  agreement  must 
affirmatively  show  whether  he  has  or  nas  not  received  any  money 
for  fee,  postage,  or  expenses  in  connection  with  the  prosecution  of 
the  claim,  either  from  the  claimant  or  from  any  person  in  the  claim- 
ant's behalf,  and  the  same  must  be  acknowledged  before  an  officer 
duly  authorized  to  administer  oaths  for  general  purposes,  whose 
official  character  should  be  shown  as  indicated  m  paragraph  2. 

Par.  4.  Attorneys  and  agents  may  request  and  receive  from  a 
claimant  a  sum  not  exceeding  fifty  cents  for  postage  in  the  prosecu- 
tion of  any  one  claim,  but  compliance  with  such  request  of  the  agent 
or  attorney  is  optional  with  the  claimant.  Attorneys  and  agents  are 
not  allowed  to  demand  a  sum  for  postage  as  a  right  or  to  refuse  to 
prosecute  a  claim  where  the  request  for  postage  is  not  complied  with. 

Par.  5.  Fee  agreements  must  be  filed  in  uiq  Bureau  or  Pensions 
in  duplicate. 

AN  ACT  granting  pensions  to  soldiers  and  sailors  who  are  incapacitated  for 
the  performance  of  manual  labor,  and  providing  for  pensions  to  widows, 
minor  children,  and  dependent  parents. 

Be  it  enacted^  etc.,    ♦     ♦     ♦ 

Sec.  4.  That  no  agent,  attorney,  or  other  person  engaged  in  pre- 
paring, presenting,  or  prosecuting  any  claim  under  the  provisions 
of  this  act  shall,  directly  or  indirectly,  contract  for,  demand,  receive, 
or  retain  for  such  services  in  preparing,  presenting,  or  prosecuting 
such  claim  a  sum  greater  than  ten  dollars,  which  sum  shall  be  payable 
only  upon  the  order  of  the  Commissioner  of  Pensions,  by  the  pension 
agent  making  payment  of  the  pension  allowed,  and  any  person  who 
shall  violate  any  of  the  provisions  of  this  section,  or  who  shall  wrong- 
fully withhold  from  a  pensioner  or  claimant  the  whole  or  any  part 
of  a  pension  or  claim  allowed  or  due  such  pensioner  or  claimant 
imder  this  act,  shall  be  deemed  guilty  of  a  misdemeanor,  and  upon 
conviction  thereof  shall,  for  each  and  every  such  offence,  be  fined 
not  exceeding  five  hundred  doHars,  or  be  imprisoned  at  hard  labor 
not  exceeding  two  years,  or  both,  in  the  discretion  of  the  court. 

Approved  June  27, 1890. 


RULES  OF  PRACTICE  IN  APPEALED  CLAIMS  BEFORE  THE  SEC- 
RETARY OF  THE  INTERIOR  RELATING  TO  PENSIONS  AND 
BOUNTY  LANDS. 


Rule  1.  An  appeal  will  lie  to  the  Secretary  of  the  Interior  from 
the  final  action  or  order  of  the  Commissioner  of  Pensions  in  all  cases 
relating  to  pensions  or  bounty  land,  and  a  separate  appeal  must  be 
filed  in  each  case. 

From  and  after  March  1,  1905,  no  appeals  will  be  entertained 
unless  filed  within  one  year  from  the  date  of  rejection,  or  order  com- 
plained of,  but  this  limitation  will  not  apply  to  appeals  now  pending. 

Rule  2.  AMien  an  appeal  i$  filed  with  the  Secretary  by  a  recognized 
attorney,  the  name  and  service  of  the  soldier  on  account  of  whose 
service  the  claim  is  based  must  be  correctly  stated,  including  the 
number  of  the  claim ;  also  the  law  under  which  the  claim  is  prose- 
cuted, the  date  and  substance  of  the  action  complained  of,  and  it 
must  point  out  specifically  the  alleged  mistake  or  error  of  fact  or  of 
law  in  the  adjudication  or  said  claim  by  the  Bureau  of  Pensions. 

Rule  3.  An  appeal  in  a  pension  claim  will  not  be  entertained  until 
applicant  has  filed  all  attainable  evidence  and  obtained  the  decision 
of  the  Bureau  of  Pensions  thereon;  and  new  and  material  evidence 
relative  to  the  ground  of  rejection,  filed  subsequent  to  such  action, 
will  not  be  considered  by  the  Secretary  until  the  same  has  been 
passed  upon  by  the  Bureau  of  Pensions. 

When  such  new  evidence  is  filed  subsequent  to  filing  the  appeal,  the 
case  will  be  returned  to  the  Bureau  of  ^Pensions  for  consideration  of 
such  evidence  and  action  thereon,  after  which  the  case  will  be  resub- 
mitted to  the  Department  for  final  action  on  the  appeal  and  the 
additional  evidence  filed. 

Rule  4.  All  additional  evidence  filed  with  a  view  of  reopening  a 
rejected  pension  claim  must  be  filed  in  the  Bureau  of  Pensions,  and 
must  finally  be  passed  upon  by  the  Commissioner  of  Pensions  before 
an  appeal  based  thereon  will  be  entertained. 

Rule  5.  Upon  reference  to  the  Bureau  of  Pensions  of  an  appeal 
that  Bureau  will  make  a  report  thereon  (after  verifying  from  the 
record  the  name,  service,  and  number  of  the  claim  referred  to  in 
the  appeal),  showing  the  action  taken,  together  with  the  date  and 
reasons  therefore,  also  the  name  of  the  attorney  who  is  entitiled  to 
recognition. 

Rule.  6.  A  report  upon  an  appeal  involving  a  medical  question 
must  be  accompanied  with  an  opinion  of  the  medical  referee  thereon. 

Rule.  7.  An  appeal  by  an  attorney  will  not  be  entertained  unless 
he  has  filed  a  duly  executed  power  of  attorney  for  this  purpose  from 
tiie  claimant,  or  is  entitled  under  the  rules  to  recognition. 
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Rule.  8.  An  appeal  taken  on  behalf  of  a  claimant  by  or  through 
a  suspended  or  disbarred  attorney  will  not  be  entertained. 

Rule.  9.  No  appeal  from  an  action  of  the  Commissioner  of  Pen- 
sions denying  an  attorney  recognition  in  a  claim  for  pension  or 
bounty  land  will  be  entertained  unless  filed  within  one  year  from 
date  of  notice  of  such  action.  Said  appeal  must  state  the  reasons 
assigned  by  the  Conmiissioner  for  his  action,  and  clearly  and  fully 
set  forth  wherein  the  attorney  contends  such  action  was  error,  and 
the  law,  order,  ruling,  or  decision  upon  which  he  relies  for  relief. 

Rule.  10.  No  appeal  pertaining  to  the  allowance  of  a  fee,  when 
refundment  has  been  called  for,  will  be  entertained  unless  refund- 
ment as  required  shall  have  been  made. 

Rule.  11.  An  appeal  presenting  for  consideration  the  amount  of 
fee  which  should  be  allowed  to  an  attorney  for  his  services  in  prose- 
cuting a  claim  for  pension  will  not  be  entertained  unless  filed  within 
one  year  from  the  date  of  payment  of  a  fee  therein  by  the  C!om- 
missioner  to  the  attorney  entering  the  appeal. 

Rule  12.  The  acquiescence  for  one  year  by  an  attorney  in  an  ad- 
verse action  of  the  Bureau  of  Pensions  as  to  his  title  to  fee  in  a  claim 
for  pension  or  bounty  land  will  operate  as  a  forfeiture  of  any  title 
which  he  may  have  had. 

Rule  13.  From  and  after  March  1,  1905,  motions  for  review  of 
departmental  decisions  may  be  entertained  in  the  discretion  of  the 
Secretary,  if  filed  within  six  months  from  the  date  when  such  decision 
was  renaered.  It  must  be  shown  in  said  motion  that  some  material 
feature  of  the  case  has  not  been  considered  in  the  former  decision  or 
that  there  was  error  of  fact  or  in  the  application  of  the  law. 

Rule  14.  When  an  appeal  to  the  Secretary  is  filed,  and  upon  review 
the  Bureau  recedes  from  the  adverse  action  taken  and  reports  that 
the  contention  of  appellant  will  be  allowed,  the  appeal  will  be  dis- 
missed. 

If  the  Bureau  recedes  from  the  adverse  action  taken  for  the  purpose 
of  special  examination,  or  another  medical  examination,  or  for  any 
cause  deemed  appropriate,  other  than  the  allowance  of  the  claim, 
permission  to  reopen  and  readjudicate  will  be  granted,  if  thought 
proper,  and  the  case  will  be  returned  to  the  Bureau  for  further  action 
accordingly,  and  an  additional  report,  before  the  final  disposition  of 
the  appeal. 

If  the  Bureau  adheres  to  the  adverse  action  taken,  and  in  the  con- 
sideration of  the  issue  raised  by  the  appeal  it  be  found  necessary  to 
return  the  case  to  the  Bureau  for  special  examination,  or  another 
medical  examination,  or  both,  the  reasons  therefor  should  be  clearly 
stated,  and  the  action  takeji  by  the  Bureau  will  be  reversed,  except  in 
appeals  in  cases  under  the  act  of  March  3, 1899,  and  the  case  remanded 
for  further  action  accordingly. 

Rule  15.  The  filing  of  an  appeal  in  any  case  shall  operate  to  sus- 
pend action  in  the  Bureau  of  Pensions  in  said  case  until  the  appeal 
has  been  disposed  of  or  other  order  is  made  by  the  Secretary. 

This  rule  will  not  operate  to  prevent  the  Commissioner  of  Pensions 
taking  action  in  any  other  claim  filed  by  appellant  not  involved  in  the 
pending  appeal. 

Rule  16.  Upon  the  adjudication  of  a  claim  for  division  of  pension 
under  the  act  of  March  3,  1899,  in  the  Bureau  of  Pensions  both 
parties  will  be  promptly  notified  by  the  Bureau,  by  registered  letter. 


PENSIONS   AND   BOUNTY    LANDS.  11 

of  the  action  taken.  Either  party  will  be  allowed  thirty  days  from 
receipt  of  said  notice  to  appeal  from  said  action,  the  appeal  to  be  ac- 
companied by  due  proof  of  service  of  a  copy  thereof  upon  the  ap- 
pellee, as  required  by  Rule  17.  Unless  such  Bureau  action  is  appealed 
from  within  thirty  days  from  receipt  of  said  notice  the  Bureau  action 
shall  be  deemed  to  be  final  to  the  extent  that  all  payments  or  di- 
visions of  pension  in  accordance  with  such  Bureau  action  will  not,  in 
the  absence  of  fraud  or  mistake  of  fact,  be  disturbed. 

Rule  17.  Appeals  from  Bureau  action  in  cases  under  the  first, 
second,  and  third  provisos  of  the  act  of  March  3,  1899,  should  be 
accompanied  by  due  proof  of  service  of  a  copy  of  the  appeial  upon  the 
appellee  or  his  or  her  attorney  of  record. 

Proof  of  service  must  be  such  as  will  satisfy  the  Department  that 
the  appellee  has  been  informed  of  the  appeal  and  the  contents  thereof, 
and  may  consist  of,  first,  a  written  acceptance  of  service  by  the  ap- 
pellee or  his  or  her  attorney  of  record ;  or,  second,  a  postal  registry  re- 
turn receipt  card,  si^ed  by  appellee  or  attorney  of  ^ record,  accom- 
panied by  an  affidavit,  showing  that  on  a  certain  date  a  copy  of  the 
appeal  was  mailed  in  a  reffistered  letter,  postpaid,  to  the  appellee  or 
the  attorney  of  record,  addressed  to  a  certain  post-office  (naming  it) , 
that  the  card  was  returned  in  acknowledgment  of  the  receipt  of  such 
letter ;  or,  third,  an  affidavit  showing  that  on  a  certain  day  and  at  a 
certain  place  a  copy  of  the  appeal  was  personally  delivered  to  the 
appellee  or  his  or  her  attorney  of  record. 

Appeals  in  this  class  of  cases  unaccompanied  by  due  proof  of  serv- 
ice, or  a  satisfactory  reason  why  personal  service  can  not  be  made, 
will  not  be  filed,  docketed,  or  considered,  but  will  be  promptly  re- 
turned to  the  appellant,  or  his  or  her  attorney  of  record,  for  com- 
pliance with  this  rule. 

Rule  18.  Appeals  from  Bureau  action  in  cases  under  the  first,  sec- 
ond, and  thira  provisos  of  the  act  of  March  3,  1899,  when  accompa- 
nied by  due  proof  of  service  of  a  copy  thereof  upon  the  appellee,  will 
be  filed,  docketed,  and  numbered,  and  the  Bureau  of  Pensions,  the 
appellant,  and  appellee  promptly  notified  thereof.  The  appeal  will 
operate  to  suspend  further  payment  of  the  one-half  pension  in  con- 
troversy until  a  decision  shall  have  been  rendered  therein  by  the 
Department,  and  the  appellee  will  be  allowed  thirty  days  from  the 
date  of  filing  and  docketing  the  appeal  in  which  to  file  an  answer, 
brief,  or  argument  in  opposition  to  the  appeal  or  in  support  of  the 
Bureau  action  appealed  from. 

Rule  19.  Appeals  from  the  Bureau  action  in  cases  under  the  first, 
second,  or  third  provisos  of  the  act  of  March  3,  1899,  should  be  con- 
fined to  cases  under  that  act,  and  not  joined  with  an  appeal  from 
action  in  an  invalid  claim  or  claims  under  other  acts  of  Congress,  and 
when  perfected  by  due  proof  of  service  of  a  copy  of  the  appeal  upon 
the  appellee,  as  required  by  Rule  17,  should  be  addressed  to  the  Sec- 
retary of  the  Interior.  This  appeal  should  state  the  post-office  ad- 
dress of  the  appellant  and  appellee  and  the  certificate  number  and 
the  service  (company  and  regiment,  etc.)  of  the  pensioner,  and  should 
briefly,  but  specifically,  state  the  error  of  law  or  fact  complained  of 
and  the  grounds  relied  upon  for  reversing  or  modifying  the  Bureau 
action  appealed  from. 

No  aaoitional  evidence  upon  the  merits  of  the  claim  should  be 
filed  by  either  appellant  or  appellee,  or  considered  on  agp^^l. 


12  EXJLES   AND   BEGUIATIONS,  DEPARTMENT   OF   INTERIOR. 

KuLE  20.  When,  after  appeal  in  cases  under  the  fii"st,  second,  or 
third  provisos  of  the  act  of  March  3,  1899,  the  case  is  remanded  to 
the  Bureau  for  further  action,  read  judication,  and  report,  and  the 
Bureau*  reports  that  the  action  appealed  from  is  receded  from  or  that 
the  contention  of  the  appellant  is  conceded  to  be  well  taken,  the 
appeal  will  be  dismissed  and  the  appellee  will  be  entitled  to  thirty 
days  in  which  to  appeal  from  the  adverse  Bureau  action,  during 
which  period  suspension  of  payment  of  the  one-half  of  the  pension  in 
controversy  will  be  continued  unless  the  right  of  appeal  is  sooner 
waived  by  such  appellee. 

KuLE  21.  Motions  for  reconsideration  of  departmental  decisions 
in  cases  for  division  of  pension  under  the  act  of  March  8,  1809, 
should  be  addressed  to  the  Secretarv  of  the  Interior  and  refer  to  the 
docket  number  of  appeal,  stating  the  names  of  the  parties.  The 
motion  should  briefly,  but  specifically,  state  the  error  of  law  or  of 
fact  in  the  decision  sought  to  be  reversed  or  modified  and  clearly 
indicate  the  grounds  relied  upon  for  reversing  or  modifying  the 
decision,  and  may  be  accompanied  by  brief  or  argument  in  support 
thereof.  The  motion  should  be  accompanied  with  due  proof  of 
service  of  a  copy  of  the  motion  upon  the  opposite  party,  or  his  or 
her  attorney,  as  indicated  in  Rule  17  of  Practice. 

The  opposite  party  will  be  allowed  thirty  days  in  which  to  reply  to 
said  motion,  if  aesired,  by  answer,  brief,  or  argument,  and  thereupon 
the  motion  will  be  promptly  considered  by  the  Department,  and  a 
copy  of  the  departmental  decision  or  order,  an  the  motion  for  recon- 
sioeration,  will  be  duly  forwarded  to  the  parties  or  their  attorneys 
by  the  Bureau  of  Pensions. 

No  motion  for  reconsideration  of  a  departmental  decision  imder 
said  act  shall  operate  to  suspend  payment  of  one-half  the  pension  in 
controversy  unless  expressly  directed  by  this  Department. 

The  requirements  of  Rules  17  and  19  of  Practice,  as  to  appeals,  are 
applicable  to  motions  for  reconsideration  under  said  act. 

AH  rules  and  orders  heretofore  promulgated  inconsistent  with  the 
foregoing  are  hereby  abrogated. 

M.  W.  Miller, 
Assistant  Secretary. 

Approved,  January  5,  1905. 

E.  A.  Hitchcock,  Secretary. 


AHORNEYS-RULES  OF  PRACTICE  IN  THE  BUREAU  OF 

PENSIONS. 


Rule  1.  A  person  appearing  of  record  in  this  Bureau  as  having 
complied  with  the  requirements  of  the  regiilations  prescribed  by  the 
Secretary  of  the  Interior  for  the  recognition  of  attorneys  or  agents 
for  claimants  before  the  Department  of  the  Interior  will  be  held 
authorized  to  prosecute  any  claim  for  pension  or  bounty  land  on 
filing  a  power  of  attorney  n*om  the  claimant. 

Rule  2.  The  written  consent  of  a  claimant  is  declared  essential  to 
a  valid  assignment  of  an  attorneyship  or  agency  from  one  attorney 
or  agent  to  another;  and  the  assignee  shall  file  in  each  and  every 
claim  covered  by  the  assignment  the  consent  herein  provided  for  as 
well  as  a  schedule  of  all  claims  assigned,  which  schedule  shall  set  out 
the  name  of  claimant,  regiment,  company,  number  of  claim,  and  the 
character  thereof. 

Rule  3.  No  attornejr  or  agent  shall  have  power  to  make  a  valid 
assignment  of  any  claim  in  which  he  has  been  recognized  for  the 
purpose  of  prosecuting  the  same,  even  with  the  written  consent  of 
claimant,  unless  he  is  at  the  time  of  such  assignment  and  of  such  con- 
sent in  good  standing  as  a  practitioner  beffore  this  Bureau..     • 

Rule  4.  No  power  of  attorney  purporting  to  be  executed  by  a 
claimant  will  be  recognized  as  a  good  and  valid  authority  unless  the 
same  is  signed  in  the  presence  of  two  witnesses  and  acknowledged 
before  an  officer  who  is  duW  authorized  to  administer  oaths  for  gen- 
eral purposes  and  whose  official  character  is  certified  under  seal. 

Rule  5.  Fee  agreements,  to  be  recognized  as  valid  before  this  Bu- 
reau, shall  be  in  duplicate  and  in  the  form  prescribed  by  the  Com- 
missioner of  Pensions  July  8,  1884,  and  have  printed  upon  the  reverse 
side  the  "  Notice  to  claimant "  that  "  This  agreement  is  permissible 
under  the  law,  but  not  compulsory,"  and  a  copy  of  the  act  of  July  4, 
1884. 

Rule  6.  No  fee  agreement  filed  under  the  act  of  July  4,  1884, 
will  be  recognized  as  valid,  and  no  fee  will  be  paid  thereunder 
unless  the  signature  of  claimant  to  the  agreement  is  witnessed  by 
two  attesting  witnesses  and  claimant's  acknowledgment  thereof  is 
before  some  officer  who  is  dulv  authorized  to  administer  oaths  for 
general  purposes  and  whose  official  signature  is  certified  under  seal. 

If  such  omcer  is  authorized  as  above,  but  not  required  by  the  laws 
of  his  State,  Territory,  or  district  to  have  and  use  a  seal  to  au- 
thenticate his  official  acts,  he  shall  file  in  the  Bureau  of  Pensions 
a  certificate  of  his  official  character,  showing  his  official  signature 
and  term  of  office,  certified  by  a  clerk  of  a  court  of  record  or  other 
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proper  officer  of  the  State,  Territory,  or  district  as  to  the  genuine- 
ness thereof;  and  when  such  certificate  has  been  filed  in  the  Bureau 
of  Pensions  his  own  certificate  will  be  recognized  during  his  term 
of  office. 

The  attorney's  acceptance  clause  to  such  agreement  shall  also  be 
executed  in  like  form. 

Rule  7.  Articles  of  agreement  in  claims  for  bounty  land  shall  be 
filed  in  duplicate,  and  when  the  claim  has  been  allowed  and  the 
boimty-land  warrant  issued,  one  approved  copy  of  said  agreement 
will  be  forwarded  to  the  attorney  of  record  and  the  other  preserved 
with  the  record  of  the  claim.  The  bounty-land  warrant  will  be 
forwarded  direct  to  the  party  entitled  to  the  possession  thereof. 

RuiiE  8.  Attorneys  and  agents  may  request  and  receive  from  a 
claimant  a  sum  not  exceeding  fifty  cents  for  postage  in  the  prose- 
cution of  any  one  claim,  original  or  increase,  but  compliance  with 
such  request  of  the  agent  or  attorney  is  optional  with  tne  claimant. 
Attorneys  and  agents  are  not  allowed  to  demand  a  sum  for  postage 
as  a  right  or  to  refuse  to  prosecute  a  claim  where  the  request  for 
postage  is  not  complied  with. 

Rule  9.  When  m  the  adjudication  of  anv  claim  for  pension  or 
bounty  land  in  which  articles  of  agreement  have  been  or  may  here- 
after be  filed  it  shall  appear  that  the  claimant  had,  prior  to  the  exe- 
cution thereof,  paid  to  the  attorney  or  agent  any  money  for  fee, 
postage,  or  expenses  in  connection  with  the  prosecution  of  the  claim, 
and  when  the  amount  so  paid  is  not  stipulated  in  the  attorney  or 
agent's  acceptance  of  the  agreement,  then  every  such  claim  shall  be 
adjudicated  as  if  no  articles  of  agreement  had  been  filed,  deducting 
from  the  fee  of  ten  dollars  allowed  by  law  such  sum  as  claimant 
shows  he  has  paid  to  his  attorney  or  agent. 

Rule  10.  >Jo  power  of  attorne\^  or  tee  agreement  will  be  accepted 
as  valid  wherein  the  claimant's  acknowledgment  is  taken  before  an 
officer  who  is  the  attorney  named  therein,  or  where  the  attorney  acts 
as  one  of  the  attesting  witnesses  to  claimant's  signature  to  such  power 
of  attorney  or  fee  agreement. 

Rule  11.  All  fee  agreements  in  claims  for  pension  or  bounty  land 
that  conform  to  the  requirements  of  the  law  and  regulations  will  be 
accepted  if  they  are  filed  prior  to  the  date  of  the  issue  of  the  certifi- 
cate or  of  the  land  warrant. 

Rule  12.  Requests  of  attorneys  for  consideration  of  title  to  fees 
will  not  be  entertained  unless  the  same  are  filed  in  this  Bureau  within 
three  years  from  date  of  issue  of  the  certificate  upon  which  such  fees 
are  claimed. 

Rule  13.  If  an  attorney  or  agent  is  disbarred  pending  the  adjudi- 
cation of  a  claim,  and  if  while  such  disbarment  is  in  force  the  claim 
is  adjudicated  and  the  certificate  issued  without  certification  of  a  fee 
by  reason  of  such  disbarment,  and  if  thereafter  said  attorney  or 
agent  is  restored  to  practice,  and  if  claimant  has  not,  by  reason  of 
such  disbarment,  cancelled  or  revoked  the  authority  theretofore  ex- 
isting, upon  such  restoration  as  aforesaid  the  lawful  fee  will  be  certi- 
fied and  paid  to  such  attorney  or  agent. 

Rule  14.  A^^len  a  claimant,  pending  the  disbarment  of  his  attorney 
of  record,  emj)loys  another  attorney,  who  prosecutes  the  claim  to 
final  adjudication,  no  fee  will  be  certified  the  disbarred  attorney  upon 
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his  restoration  to  practice,  but  his  disbarment  will  operate  as  an 
estoppel  to  bar  any  claim  for  fee. 

Rule  16.  A  fee  will  not  be  allowed  to  a  guardian  who  prosecutes 
the  claim  of  his  ward,  nor  to  a  firm  of  attorneys  of  which  tne  guard- 
ian is  a  member. 

Rule  16.  AVhen  an  attorney  or  asent  is  called  upon  hj  this  Bureau 
to  furnish  evidence  in  any  claim,  he  will  be  allowed  ninety  days  in 
which  to  furnish  such  evidence  or  to  give  reasons  why  he  fails  to  do 
so:  Protnded  always^  That  before  such  attorney  is  dropped  or  an- 
other attorney  recognized,  at  any  time  within  one  year,  ne  shall  be 
E'ven  thirty  days'  notice  to  show  cause  why  he  is  not  guilty  of  laches. 
L  the  event  that  such  answer  is  not  filed  within  thirty  days  from  the 
mailing  of  such  notice,  or  that  the  said  answer  to  saia  notice  shall  be 
held  by  the  Commissioner  to  be  insufficient,  claimant  will  be  notified 
of  such  failure  either  to  file  the  evidence  called  for  or  to  show  cause 
why  it  is  not  filed,  and  may  file  the  same,  either  by  himself  or  by  such 
other  attorney  as  he  may  elect;  and  upon  the  recognition  of  such 
other  attorney,  the  former  attorney  or  agent  will  be  estopped  from 
claiming  any  fee. 

Rule  17.  To  call  up  a  case  will  not  per  se  be  held  a  substantial 
compliance  with  any  specific  requirement  of  this  Bureau. 

Rule  18.  Attorneys  will  be  required  to  exercise  due  diligence  in  all 
cases  in  which  they  are  recognized  as  attorneys  of  record.  Neglect  to 
prosecute  a  claim  for  one  year  will  be  held,  in  default  of  cause  shown 
therefor,  conclusive  evidence  of  abandonment  of  a  claim  by  an  attor- 
ney, and  claimant  will  be  so  informed. 

Rule  19.  Upon  the  rejection  of  a  claim  for  pension  or  bounty  land 
the  duly  constituted  attorney  of  record  will  be  notified  of  such  rejec- 
tion and  the  reason  therefor,  and  will  be  allowed  ninety  days  tvom 
the  date  of  such  notice  in  which  to  file  a  motion  for  reconsideration, 
sustained  by  material  evidence,  or  in  which  to  enter  an  appeal  to  the 
Secretary  of  the  Interior,  and  on  his  failure  to  do  either  he  shall  be 
held  to  have  abandoned  the  case,  and  the  claimant  may  employ  any 
other  duly  qualified  attorney  to  further  prosecute  the  claim. 

Rule  20.  No  claim  pending  in  this  Bureau  will  be  considered  out 
of  the  regular  order  of  bnsmess  upon  the  request  of  an  attorney, 
agent,  or  any  other  person  whomsoever,  except  lor  good  cause  shown 
and  upon  the  order  of  the  Commissioner  of  Pensions. 

Rule  21.  Every  attorney,  agent,  or  other  person  recomized  by  the 
Department  of  the  Interior  as  entitled  to  practice  in  the  Bureau  of 
Pensions  in  prosecuting  claims  for  pension  or  bounty  land  shall  cause 
to  be  filed  in  this  Bureau,  not  less  than  ten  days  before  the  same  are 
issued  for  general  circulation,  copies  of  all  circular  letters  and  other 
proposed  aavertising  matter  intended  and  framed  to  solicit  business 
in  tne  Bureau  of  Pensions ;  and  if  at  the  end  of  ten  days  from  filing 
the  same  they  are  not  disapproved,  and  notice  thereof  furnished  the 
attorney  or  agent  filing  the  same,  they  will  be  held,  prima  facie, 
approved. 

Rule  22.  A  claim  for  increase  of  pension  will  not  be  considered  or 
held  as  a  claim  pending  within  the  prohibition  of  section  190,  Revised 
Statutes  of  the  United  States. 

Rule  23.  Every  attorney,  agent,  or  other  person  recognized  by  the 
Department  of  the  Interior  as  entitled  to  practice  in  the  Bureau  of 
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Pensions  in  prosecuting  claims  for  pension  or  bounty  land  shall  be 
required  to  use  due  diligence  in  the  prosecution  of  such  claims;  and 
any  attorney,  agent^  or  other  person  who  shall,  directly  or  indirectly, 
request  of  anv  United  States  Government  official  or  representative 
(other  than  those  whose  duty  it  is  under  the  law  to  supervise  and 
administer  the  laws,  rules,  and  regulations  governing  the  granting  of 
pensions  and  bounty  land)  aid  or  assistance  in  the  prosecution  of  a 
pension  or  boimty  land  claim,  or  who  shall,  directly  or  indirectly, 
request  or  advise  a  claimant  to  seek  such  aid  in  the  prosecution  of  a 
pension  or  bounty  land  claim,  will  be  held  to  have  abandoned  the 
claim  as  attorney  and  shall  thereby  forfeit  his  attorneyship  in  such 
claim. 

Rule  24.  Every  attorney,  agent,  or  other  person  recomized  by  the 
Department  of  the  Interior  as  entitled  to  practice  in  the  Bureau  of 
Pensions  in  prosecuting  claims  for  pension  or  bounty  land  who  shall 
violate  the  provisions  of  Rule  23,  above,  will  be  held  thereafter  incom- 
petent to  prosecute  claims  before  this  Bureau  within  the  meaning  of 
section  5  of  the  act  of  July  4,  1884,  and  will  thereby  subject  himself 
to  suspension  or  exclusion  from  practice  in  the  Bureau  of  Pensions. 

Rule  25.  All  rules  and  orders  inconsistent  with  the  foregoing  are 
hereby  abrogated. 

V;  Warner,  Gommisisotier. 

Approved : 

E.  A.  Hitchcock,  Secretary, 

Department  of  the  Interior,  June  27^  1906. 


REGULATIONS  AND  INSTRUCTIONS  RELATING  TO  ARMY  AND 

NAVY  PENSIONS 


DECLAKATIONS  AND  EVIDENCB. 

# 

All  declarations  and  evidence  must  be  executed  in  accordance  with 
the  provisions  of  the  act  of  Congress  approved  July  26, 1892. 

Blank  forms  for  a  declaration  will  be  furnished  to  claimants  upon 
application  therefor,  but  will  not  be  furnished  to  attorneys  and  claim 
agents. 

PENSIONS  TO  THE  BURVTVORfl  OP  THE  WARS  PRIOR  TO  1861,  AND  TO  THEIR 

WIDOWS. 

(1)  War  of  the  Revolution^  service  pensions. — (a)  Widows  of  sol- 
diers who  served  for  fourteen  days  or  more,  or  were  in  any  battle 
during  the  war,  are  entitled,  provided  they  have  not  remarried,  to  $8 
per  month  from  March  9,  1878,  and  $12  per  month  from  March  19, 
1886.  (6)  Widows  of  Revolutionary  soldiers  who  in  their  lifetime 
were  granted  pensions  are  entitled,  under  section  4743,  Revised 
Statutes,  to  pension  at  the  same  rate  as  was  paid  the  husband,  not- 
withstanding remarriage,  upon  proof  of  present  widowhood,  (c) 
There  is  no  law  granting  pension  to  the  daughters  or  other  descend- 
ants of  soldiers  of  the  Revolution.  The  daughters  of  Revolutionary 
soldiers  who  are  now  drawing  pensions  were  placed  on  the  pension 
roll  by  special  acts  of  Confess. 

(2)  War  of  1812^  service  pensions, — {a)  Under  sections  4736  to 
4740,  Revised  Statutes,  soldiers  and  sailors  who  served  for  sixty  days 
or  more  in  this  war  and  were  honorably  discharged,  or  who  were 
personally  named  in  any  resolution  of  Congress  lor  specific  service 
therein,  and  the  widows  of  such  soldiers  and  sailors,  are  entitled  to 
$8  per  month  from  February  14, 1871,  upon  proof,  by  all  applicants, 
of  loyalty  to  the  United  States  Government  during  the  war  of  the 
rebellion^  and  bv  widow  applicants  of  their  marriage  to  the  soldier  or 
sailor  prior  to  the  treaty  or  peace,  February  17, 1815.  (6)  Under  the 
act  of  March  9^  1878,  soldiers  and  sailors  who  served  fourteen  days  or 
more,  or  were  m  anj  battle  during  the  war,  and  were  honorably  dis- 
charged, and  the  widows  of  such  soldiers  and  sailors,  irrespective  of 
the  date  of  marriage,  are  entitled  to  $8  per  month  from  March  9, 
1878.  Under  the  act  of  March  19,  1886,  widow  pensioners  men- 
tioned in  this  paragraph  are  entitled  to  $12  per  month  from  that  date. 
{c)  There  is  no  law  granting  service  pension  to  the  descendants  of 
soldiers  or  sailors  of  the  war  of  1812,  nor  increase  to  the  soldier  or 
sailor  himself  on  account  of  disability,  age,  or  infirmity.    The  rate 
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of  pension  does  not  vary  with  the  rank  of  the  soldier  or  sailor,  nor 
can  it  be  increased  for  any  cause. 

(3)  Indian  wars  from  1832  to  18^2^  service  penfdons. —  (a)  The 
act  of  July  27,  1892,  provides  pension  for  the  surviving  officere  and 
enlisted  men,  including  marines,  militia,  and  volunteers,  who  were  in 
the  military  or  naval  service  of  the  United  J^tatos  for  thirty  days  in 
the  Black  Hawk  war,  the  Creek  war,  the  Clierokee  disturbances,  or 
the  Florida  war  with  the  Seminole  Indians,  and  were  honorably  dis- 
charged ;  or  who  were  personally  named  in  any  resolution  of  Congress 
for  specific  service  therein ;  and  for  their  widows,  provided  they  have 
not  remarried.  All  pensions  under  this  act  are  fixed  at  $8  per  month 
irrespective  of  rank;  are  not  subject  to  increase  for  any  cause;  and 
are  payable  from  July  27,  1892;  but  the  pension  of  a  widow  whose 
husband  was  living  on  that  date  commences  from  the  day  of  his 
death.  (6)  This  act  does  not  provide  pension  for  any  descendant  of 
the  soldier  or  sailor. 

Indian  war  claims  from,  1817  to  1858, — The  provisions  of  the  .fore- 

foing  act  of  July  27,  1892,  were  extended  by  act  of  June  27,  1902, 
rom  the  date  oi  its  passage,  to  the  surviving  officer's  and  enlisted 
men,  including  marines,  militia,  and  volunteers  of  the  military  and 
naval  service  of  the  United  States  who  served  for  thirty  days  or 
more  and  were  honorably  discharged  under  the  United  States 
military.  State,  Territorial,  or  provisional  authorities  in  Indian  wars 
from  1817  to  1858.  This  act  also  made  provision  for  the  surviving 
widows  of  such  officers  and  men  who  have  not  remarried.  In  estab- 
lishing these  claims  a  record  of  pay  is  accepted  to  prove  record  of 
enlistment  or  muster. 

(4)  Mexican  war  ^service  pensions. —  (a)  Under  the  act  of  January 
29,  1887,  officers  and  enlisted  men  who  were  in  the  military  or  naval 
service  of  the  United  States  for  sixty  days  in  Mexico,  or  on  the  coasts 
or  frontier  thereof,  or  en  route  thereto,  or  who  were  in  a  battle,  and 
were  honorably  discharged;  or  who  were  personally  named  in  any 
resolution  of  Congress  for  specific  service  therein,  are  entitled  to 
pension  if  62  years  of  age;  or,  if  not,  upon  proof  of  pensionable  disa- 
bility or  dependence,  but  disability  incurred  while  voluntarily  aiding 
or  abetting  tlie  late  rebellion  does  not  give  title  to  pension.  (6) 
Widows  or  officers  and  enlisted  men  who  served  as  above  are  entitled 
to  pension  on  the  same  conditions  as  to  age  or  dependence  as  apply  to 
officers  and  enlisted  men.  Pensions  under  this  act  commence  on 
January  29,  1887,  if  a  pensionable  condition  existed  at  said  date  in 
survivors'  claims  by  reason  of  age,  depeiulence,  or  disability,  and  in 
widows'  claims  by  reason  of  age  or  dei>eiKlence;  if  not,  then  on  the 
date  the  applicant  becomes  G2  years  of  age,  dependent  or  disabled 
within  the  meaning  of  the  law.  The  rate  of  pension  to  survivors  is 
$8  per  month,  irrespective  or  rank.  This  rate  for  survivors  is  in- 
creased under  the  act  of  January  5,  1893,  to  $12,  but  its  benefits  were 
limited  to  those  only  who  were  pensionei*s  on  January  5,  1893,  on 
proof  that  the  pensioner  is  wholly  disabled  for  manual  labor  and  in 
such  destitute  circumstances  that  $8  is  a  sum  insufficient  to  provide 
him  with  the  necvssaries  of  life.  The  act  of  April  23,  1900,  reiAoved 
the  limitation  imposed  in  the  act  of  January  5,  1893.  The  act  of 
March  3,  1903,  pensions  all  survivors  of  that  war  at  $12  per  month, 
irrespective  of  the  conditions  named  in  acts  of  January  5,  1893,  and 
Apr'n  23,  1900.     {c)  Widows'  pensions  are  $8  per  month  and  are  not 
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subject  to  increase.    Descendants  of  deceased  Mexican  soldiers  are 
not  entitled  to  service  pension. 

(5)  Pensions  for  disahility  or  death  due  to  service  prior  to  March  4^ 
1861. — {a)  Soldiers  who  were  wounded  or  injured  or  who  contracted 
disease  m  the  line  of  duty  are  entitled  to  pension  corresponding  in 
rate  to  the  degree  of  disaTbilitv  incurred  in  service.  Persons  in  the 
naval  service  are  entitled  to  a  fike  pension  under  the  same  conditions, 
excepting  that  no  pension  may  be  granted  to  an  engineer,  a  fireman, 
or  a  coal  heaver  tor  disability  incurred  prior  to  August  31,  1842. 
(6)  The  widows,  or  children  under  16  vears  of  a^e,  ox  soldiers  who 
served  prior  to  March  4,  1861,  are  entitled  to  pension  if  the  soldier's 
death  was  due  to  causes  originating  in  time  of  actual  war,  and  not 
otherwise.  (<?)  The  widows,  or  children  under  16,  of  sailors  who 
served  prior  to  March  4,  1861,  are  entitled  to  pension  only  when  the 
death  occurred  in  the  service  and  in  the  line  oi  duty. '  Pensions  men- 
tioned  in  this  paragraph,  if  not  applied  for  within  three  yeare  from 
the  discharge  or  death  of  the  person  on  whose  account  the  right  to 
pension  exists,  or  within  three  years  of  the  termination  of  a  pension 
previously  granted  on  account  of  the  service  and  death  of  such  person, 
commence  irom  the  date  of  filing,  by  the  person  prosecuting  the  claim, 
the  last  paper  requisite  to  establish  it.  \d)  There  is  no  provision  ox 
law  allowing  pensions  to  the  parents,  brothers,  or  sisters  of  persons 
who  rendered  military  or  naval  service  prior  to  March  4, 1861. 

(6)  Navy  serrire  pensions, — Under  sections  4756  and  4757,  Revised 
Statutes,  pensions  for  twenty  years",  service  and  for  ten  years'  service 
are  allowed  by  the  Secretary  of  the  Navy  to  enlisted  men  and  ap- 
pointed petty  officers  who  have  not  been  discharged  for  misconduct. 
Pension  commences  on  the  date  of  filing  the  claim  therefor  in  the 
Navy  Department,  and,  for  twenty  years'  service,  amounts  to  one- 
half  the  monthly  pay  of  the  applicant's  rating  at  his  discharge;  for 
ten  years'  service,  the  pension  can  not  exceed  the  rate  for  total  disa- 
bility, and  is  fixed,  as  is  also  its  duration,  by  the  Navy  Department. 
The  application  should  be  addressed  to  the  Secretary  of  the  Navy, 
and  all  subsequent  communications  to  the  Chief  of  the  Bureau  of 
Navigation,  Navy  Department,  Washington,  D.  C. 

PENSIONS  TO  INVALIDS   SINCE   MARCH   4,   1861. 

General  law. — The  declaration  should  set  forth  the  company  and 
regiment  in  which  the  applicant  served,  the  name  of  the  commanding 
officer  of  the  company  or  organization,  and  the  dates  of  enlistment 
and  discharge,  with  personal  description  at  enlistment.  In  navy 
cases  the  vessel  upon  which  claimant  served  should  be  stated.  If  the 
claim  is  made  on  account  of  a  wound  or  injury,  the  declaration  should 
set  forth  the  nature  and  locality  of  the  wound  or  injury,  the  time 
when,  the  place  where,  and  tb?  circumstances  under  which  it  was 
received,  and  the  duty  upon  which  the  applicant  was  engaged. 

If  the  wound  or  injury  was  accidental,  the  applicant  should  state 
whether  it  happened  through  his  own  agency  or  that  of  other  persons, 
and  he  should  minutely  detail  the  circumstances  under  which  it  was 
received. 

If  th^  claim  is  made  on  account  of  disability  from  disease,  the  ap- 
plicant should  state  in  his  declaration  when  the  disease  first  appeared, 
the  place  where  he  was  when  it  appeared,  and  the  duty  upon  wl\\^Vv  W. 
was  at  the  time  engaged.    He  should  also  detaW  i\i^  cAic\3cav^V^\\^^'s  q»^ 
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exposure  to  the  causes  which,  in  his  opinion,  produced. the  disease. 
Whether  the  application  be  made  on  account  of  disability  from  injury 
or  disease,  the  claimant  should  state  the  names,  numbers,  and  localities 
of  all  hospitals  in  which  he  received  medical  or  surgical  treatment, 
giving  the  dates  of  his  admission  thereto  as  correctly  as  he  may  be 
able. 

The  applicant  should  state  whether  he  was  in  the  military  or  naral 
service  prior  to  or  after  the  term  of  service  in  which  his  disability 
originated.  The  applicant  should  state  his  post-office  address.  In 
cities,  the  street  and  number  of  his  residence  should  be  given. 

The  identity  of  the  applicant  must  be  shown  by  the  testimony  of 
two  credible  witness^  wtio  must  appear  with  him  before  the  officer 
by  whom  the  declaration  may  be  taken. 

NATURE  OF  THE  EVIDENCE  REQUIRED  TO  SUSTAIN   A  CLAIM   FOR  INVALID 

PENSION. 

As  soon  as  practicable  after  the  receipt  of  a  claim  for  pension,  ap- 
plication will  be  made  by  this  office,  in  army  cases,  to  The  Military 
Secretary  of  the  War  Department,  for  a  report  of  the  applicant's 
service  and  evidence  in  regard  to  the  disability  alleged  which  may 
appear  upon  the  rolls  and  other  records  in  the  possession  of  said 
officer.  In  navy  cases  application  for  such  evidence  will  be  made  to 
the  proper  bureaus  of  the  Navy  Department. 

When  the  records  of  the  War  or  Navy  Department  do  not  furnish 
satisfactory  evidence  that  the  disability  on  account  of  which  the 
claim  is  made  originated  in  the  service  of  the  United  States  and  in 
the  line  of  duty,  the  claimant  will  be  required  to  furnish  such  evi- 
dence, in  accordance  with  the  instructions  hereinafter  given,  compli- 
ance with  which  must  be  full  and  definite;  and  if  the  disability  results 
from  a  wound  or  other  injury,  the  nature  and  location  of  the  wound 
or  injury,  the  time  when,  the  place  where,  and  the  manner  in  which  it 
was  received,  whether  in  battle  or  otherwise,  should  be  shown  by  the 
affidavit  of  some  one  who  was  a  commissioned  officer  and  had  per- 
sonal knowledge  of  the  facts. 

If  the  person  called  upon  to  give  evidence  is  still  in  the  service  as 
a  commissioned  officer,  his  certificate  will  be  accepted  in  lieu  of  his 
affidavit. 

If  there  is  no  record  of  the  disability  claimed,  the  applicant  will  be 
called  on  to  furnish  the  testimony  of  the  surgeon  by  whom  he  was 
treated,  showing  the  location  and  nature  of  the  wound  or  injury  and 
the  circumstances  under  which  it  was  received.  If  the  disability 
arises  from  disease,  the  testimony  of  the  person  who  was  surgeon  or 
assistant  surgeon  of  the  regiment  to  which  the  applicant  belonged,  or 
the  vessel  on  which  he  served,  should,  if  possible,  be  furnished,  show- 
ing the  name  or  nature  of  the  disease,  the  time  when,  the  place  where 
it  was  contracted,  and  the  circumstances  of  exposure  to  the  causes 
which,  in  his  opinion,  produced  the  same. 

The  surgeon  should  state  whether,  in  his  opinion,  the  habits  of  the 
applicant  had  any  agency  in  the  production  of  the  disease. 

In  any  claim,  wlvether  'made  on  account  of  injury  or  disease,  if  it  be 
shown  that  the  testimony  of  a  surgeon,  assistant  surgeon,  or  other 
commissioned  officer  can  not  be  produced  as  evidence  of  the  origin  of 
the  disability  alleged,  the  testimonjr  of  other  persons  having  personal 
knowledge  of  the  facts  will  be  considered 
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In  a  claim  on  account  of  disability  from  disease,  the  applicant  must 
furnish  the  testimony  of  the  physicians  who  have  attended  him  since 
the  date  of  discharge^  explicitly  setting  forth  the  history  of  the  dis- 
ease and  disability  smce  its  first  appearance.  It  is  especially  im- 
portant that  the  pThysician  who  first  attended  the  applicant  after  his 
discharge  should  state  the  date  at  which  his  attendance  commenced 
and  his  condition  at  that  time.  If  it  should  not  be  possible  for  the 
applicant  to  show  the  condition  of  his  health  during  the  whole  period 
since  the  date  of  his  discharge  by  the  testimony  of  physicians,  the 
cause  of  his  inability  to  do  so  should  be  stated  by  hmi  under  oath. 
The  testimony  of  other  persons  on  this  point  may  then  be  presented. 
The  statement  of  the  witnesses  in  regara  to  the  manner  in  which  the 
applicant  was  affected  should  be  full  and  definite,  and  they  should 
state  how  they  obtained  a  knowledge  of  the  facts  stated  by  them. 

Act  of  June  27^^  1S90,  as  amended  by  the  act  of  May  P,  1900. — ^Any 
officer,  soldier,  sailor,  or  marine  who  served  ninety  days  or  more  in 
the  military  or  naval  service  of  the  United  States  during  the  late  war 
of  the  rebellion,  who  has  l)oen  honorably  discharged  therefrom,  and 
who  is  suffering  from  disability  of  a  permanent  character,  not  the 
result  of  his  own  vicious  habits,  which  incapacitates  him  ifrom  the 
performance  of  manual  labor  in  such  a  degree  as  to  render  him  unable 
to  earn  a  support,  is  entitled  to  pension  under  this  act  of  not  less  than 
$6  per  month  nor  more  than  $12  per  month. 

The  act  of  May  9, 1900,  which  is  an  amendment  of  the  act  of  June 
27, 1890,  provides  that  in  determining  inability  to  earn  a  support  each 
and  every  infirmity  shall  be  duly  considered  and  the  aggregate  of  the 
disabilities  shown  be  rated. 

These  acts  require  an  honorable  discharge  from  each  and  every  term 
of  service  rendered  during  the  war  of  the  rebellion.  The  joint  reso- 
lution of  July  1,  1902,  however,  provides  that  a  final  honorable  dis- 
charge shall  govern  in  the  event  of  a  soldier's  or  sailor's  desertion 
from  a  prior  service,  if  the  last  service  from  which  honorably  dis- 
charged was  faithful  and  covered  the  period  of  six  months,  and  if  by 
reason  of  such  last  enlistment  the  soldier  or  sailor  did  not  receive  any 
bounty  or  gratuity  other  than  from  the  United  States  in  excess  of 
that  to  which  he  would  have  been  entitled  if  he  had  continued  to  serve 
faithfully  until  honorably  discharged  under  any  contract  of  service 
previously  entered  into  by  him,  either  in  the  Army,  Navy,  or  Marine 
Corps  during  the  war  of  the  rebellion.  The  limitation  of  section  4716 
operated  against  claims  under  this  act  as  amended  until  July  1,  1902, 
the  date  oithe  passage  of  the  joint  resolution  above  referred  to,  which 
removed  this  limitation  except  as  to  those  who  enlisted  in  the  Army 
or  Navy  of  the  United  States  after  January  1,  1865.  (See  further 
title  "  t)isloyalty.") 

Department  of  the  Interior, 

Washington,  March  16, 1904- 
The  Commissioner  of  Pensions. 

Sir  :  Your  letter  has  been  received,  submitting  for  my  consideration 
an  order  touching  the  rate  of  pension  allowed  under  the  act  of  June 
27,  1890.    The  order  in  question  is  as  follows : 

Obdeb  No.  78.]  Department  of  the  Interior,  Bureau  of  Pensions, 

March  15,  JOOJ^, 

Whereas  the  act  of  June  27,  1890,  as  amended,  provides  that  a  claimant  shall 
**  be  entitled  to  receive  a  pension  not  exceeding  twelve  dollars  per  month  and  not 
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less  than  six  dollars  per  month  proportioned  to  the  degree  of  inability  to  earn  a 
8upi)ort,  and  in  determining  such  inability  oiwh  and  every  infirmity  shall  be 
duly  considered,  and  the  aggregate  of  the  disM!)llities  shown  l)e  rated;"  and 

Whereas  old  age  is  an  Infirmity  the  average  nature  and  extent  of  which  the 
experience  of  the  Pension  Bureau  has  established  with  reasonable  certainty; 
and 

Whereas  by  act  of  CJongress  in  1887.  when  thirty-nine  years  had  elapsed 
after  the  Mexican  war,  all  soldiers  of  said  war  who  were  over  62  years  of  age 
were  placed  on  the  pension  roll ;  and 

Whereas  thirty-nine  years  will  have  elai>sed  on  April  13,  1904,  since  the  civil 
war  and  there  are  many  survivors  over  02  yvnrs  of  age :  Now,  therefore, 

Ordered:  (1)  In  the  adjudication  of  pension  claims  under  said  act  of  June 
27,  1890,  as  amended,  it  shall  be  taken  and  considered  as  an  evidential  fact,  if 
the  contrary  does  not  appear,  and  if  all  other  legal  requirements  are  properly 
met,  that  when  a  claimant  has  passed  the  age  of  (>2  years  he  is  disabled  one- 
half  in  ability  to  perform  manual  labor,  and  is  entitled  to  be  rated  at  $G  per 
month ;  after  65  years,  at  $8  per  month ;  after  68  years,  at  $10  i>er  month,  and 
after  70  years,  at  $12  per  month. 

(2)  Allowances  at  higher  rate,  not  exceeding  ?12  per  month,  will  continue 
to  be  made,  as  heretofore,  where  disabilities  other  than  age  show  a  condition  of 
Inability  to  perform  manual  labor. 

(3)  This  order  shall  take  effect  April  13,  1904,  and  shall  not  be  deemed  retro- 
active. The  former  rules  of  the  Ofiice  fixing  the  minimum  and  maximum  at 
65  and  75  years,  respectively,  are  hereby  modified  as  above. 

E.  F.  Wake,  Commissioner  of  Pensions* 

In  response  thereto,  I  have  to  state  that  one  copy  of  the  order  has 
been  approved  by  indorsement  tliereon,  and  is  herewith  transmitted 
for  the  files  of  vour  Office. 
Very  respectfully, 

E.  A.  Hitchcock,  Secretary. 

Instructions  Relative  to  Obdeb  No.  78. 

• 

The  above-quoted  order  is  confined  to  claims  filed  under  section  2 
of  the  act  of  June  27,  1890,  as  amended  by  the  act  of  May  9,  1900,  by 
officers  and  enlisted  men  of  the  Army,  the  Navy,  or  the  Marine  Corps 
of  the  United  States,  w  ho  sc»rved  ninety  days  or  more  during  the  war 
of  the  rebellion  and  were  honorably  discharged,  and  who  are  partially 
or  wholly  incapacitated  from  earning  their  support  by  manurl  labor 
within  the  meaning  of  said  act. 

Said  order  in  no  w^ay  changes  the  provisions  of  existing  law,  but 
simply  operates  as  a  rule  of  evidence  for  the  guidance  of  this  Bureau 
in  determining  ratings  to  which  applicants  are  entitled  under  section 
2  of  said  act.  A  pension  allowed  under  said  act,  whether  affected  by 
Order  No.  78  or  not,  is  not  in  addition  to  a  pension  allowed  under  any 
other  law,  as  the  act  of  1890  specifically  prohibits  the  payment  of 
more  than  one  pension  to  the  same  person  for  the  same  period. 

It  follows,  therefore,  that  a  pension  allowed  under  the  act  of  June 
27, 1890,  as  amended,  whether  for  age  or  for  a  condition  of  incapacity 
to  perform  manual  labor  produced  by  other  disabilities,  is  not  in 
addition  to  a  pension  which  has  been,  or  may  hereafter  be,  allowed 
under  the  general  law  for  disabilities  incurred  in  the  service  and  line 
of  duty. 

The  effect  of  the  order  on  one  already  having  a  pension  will  be  only 
to  increase  such  pension  up  to  the  age  limit  if  the  pension  already 
allowed  is  below  that  amount. 

A  pensioner  receiving  a  smaller  rating  under  the  general  law  than 
he  is  entitled  to  under  said  act  may  elect  which  pension  he  will  draw, 
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and  payments  made  under  the  old  certificate  covering  the  same  period 
as  that  named  in  the  new  certificate  will  be  deducted  from  the  first 
payment  made  under  the  latter. 

The  order  has  no  application  to  claims  filed  by  or  in  behalf  of 
widows,  minor  children,  dependent  parents,  or  dependent  brothers 
and  sisters. 

It  does  not  apply  to  claims  based  upon  service  in  the  Mexican  war, 
in  the  Indian  wars,  in  the  Regular  Army  or  Navy  prior  to  or  subse- 
quent to  the  war  of  the  rebellion,  in  the  Spanish- American  war,  or 
in  the  Philippine  insurrection,  but  is  confined  solely  to  the  claims 
of  officers  and  enlisted  men  of  the  Army,  Navy,  or  Marine  Corps  of 
the  United  States  who  served  ninetj  days  or  more  during  the  war  of 
the  rebellion  and  were  honorably  discharged. 

The  order  will  not  benefit  acting,  assistant,  or  contract  surgeons, 
provost-marshals,  deputy  provost-marshals,  or  enrolling  officers  who 
rendered  service  during  the  war  of  the  rebellion,  as  such  persons  are 
not  pensionable  under  the  provisions  of  the  act  of  June  27, 1890. 

As  the  maximum  rate  of  pension  provided  under  the  act  of  June  27, 
1890,  is  $12  per  month,  the  order  will  benefit  no  person  who  is  in 
receipt  of  a  pension  of  $12  or  more. 

The  adoption  of  a  general  rule  covering  the  question  of  medical 
examination  is  impracticable,  and  the  procedure  in  this  respect  must 
be  determined  by  the  facts  in  each  inaividual  case,  since  a  claimant 
may  be  62,  65,  or  68  years  of  age,  which  fact  might  entitle  him  to  a 
ratm^  of  $6,  $8,  or  $10  per  month,  and  he  may  also  be  suffering  from 
disabilities  other  than  age,  which,  if  properly  shown,  would  entitle 
him  to  a  rate  greater  than  he  could  receive  for  age  alone. 

If  one  has  rendered  the  necessary  service  during  the  war  of  the 
rebellion  and  is  in  receipt  of  a  pension  of  less  than  $12  per  month 
he  is  at  liberty  to  file  in  this  Bureau  an  application  under  the  act  of 
June  27,  1890,  as  amended,  and  when  such  application  is  filed  it 
will  be  given  the  benefit  of  Order  78,  and  the  applicant  will  be  ad- 
vised as  to  what  further  action,  if  any,  it  is  necessary  for  him  to  take. 

A  declaration  stating  that  a  claimant  is  62,  65,  68,  or  70  years  of 
age,  and  giving  the  date  of  his  birth,  is  a  sufficient  allegation,  even 
if  no  other  disabling  cause  is  set  forth. 

If  the  applicant  is  hot  a  pensioner,  or  if  he  is  drawing  a  pension 
under  the  general  law  of  less  than  $12  per  month,  the  blank  headed 
"Declaration  for  invalid  pension"  should  be  used;  but  if  he  is  a 
pensioner  at  a  rate  of  less  than  $12  per  month  under  the  act  of  Jime 
27,  1890,  the  blank  headed  "Declaration  for  increase  of  pension" 
should  be  used.  The  declaration  may  be  executed  before  any  officer 
authorized  to  administer  oaths  for  general  purposes,  a  notary  public, 
a  Justice  of  the  peace,  or  a  clerk  of  a  court  or  record  being  such  an 
officer. 

This  Bureau,  on  request,  will  furnish  persons  desiring\to  make  ap- 
plication for  original  pension  or  increase  blank  declarations  for  the 
purpose* 

A  claimant  may  prosecute  his  claim  by  an  attorney  or  in  person, 
and  if  he  prosecutes  it  in  person  it  will  receive  the  same  consideration 
by  this  Bureau  as  it  would  receive  if  prosecuted  by  attorney. 

In  original  claims  under  the  act  of  June  27,  1890,  as  amended,  tlie 
attomej^  fee  is  $10,  while  the  fee  in  claims  for  increase  under  said 
act  is  limited  to  $2. 
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Claims  for  increase  of  invalid  pensions  {general  law  and  act  Jvne 
S7^  1890,  as  amended). — ^A  pensioner  who  may  deem  himself  entitled 
to  an  increase  of  pension  should  file  a  declaration  setting  forth  the 
ground  upon  which  he  bases  his  claim  for  such  increase. 

ORDER  NO.  74,  OCTOBER  21,  1903. 

To  the  end  that  applications  for  increase  of  pension  may  be  more 
promptly  considered,  the  claims  of  those  entitled  to  increase  adjudi- 
cated without  delay,  and  those  pensioners  who  it  is  apparent  are  not 
entitled  to  an  increased  rate  may  be  spared  the  unnecessary  expense 
of  undergoing  another  medical  examination^  the  following  rules  will 
hereafter  be  carefully  observed  in  the  adjudication  of  such  claims: 

1.  All  applications  for  increase  of  pension  will  be  taken  up  for  con- 
sideration and  action  at  the  earliest  practicable  date  after  their  re- 
ceipt in  the  Bureau  and  orders  for  medical  examinations  issued  at 
once,  unless,  from  the  nature  of  the  disability  in  any  particular  claim 
and  the  history  of  the  case  as  shown  by  previous  medical  examina- 
tions, a  reasonable  presumption  obtains  that  there  has  been  no  mate- 
rial increase  in  pensioner's  disability  since  the  date  of  his  last  exami- 
nation. In  such  case  the  pensioner  will  be  advised  that  the  propriety 
of  at  once  ordering  a  medical  examination  will  be  considered  if  he 
shall  furnish  competent  medical  evidence  showing  definitely  his 
physical  condition  from  all  causes  for  which  he  is  pensioned,  if  under 
the  general  law ;  or  showing  the  extent  to  which  he  is  incapacitated 
for  earning  his  support  by  manual  labor  from  all  causes  combined,  if 
under  the  act  of  June  27, 1890,  and  not  otherwise. 

2.  An  order  for  a  medical  examination  will  not  be  issued  where  the 
claimant  is  in  receipt  of  the  maximum  rate  under  the  law  and  the 
rulings  of  the  Department  for  the  pensioned  disability,  such  as  "  loss 
of  sighf  of  one  eye,"  "  total  deafness  of  one  ear,"  "  hernia,"  "  loss  of 
limb,  and  all  other  specific  and  minor  specific  disabilities  for  which 
a  rate  is  fixed  by  law  or  departmental  ruling  and  where  no  complica- 
tions are  alleged  or  shown.  Claimant  will  be  notified  that  he  is 
receiving  the  maximum  rate  of  pension  for  the  pensioned  disability. 

3.  If  a  pension  under  the  general  law  has  been  terminated  to  allow 
pension  at  a  higher  rate  under  the  act  of  June  27,  1890,  a  medical 
examination  will  not  be  ordered  in  an  application  for  renewal  and 
increase  under  the  general  law,  except  as  provided  in  rule  1.  If, 
however,  it  can  reasonablv  be  presumed  from  the  nature  of  the  dis- 
ability and  the  history  of  the  case  that  the  claimant  is  entitled  to  a 
higher  rate  under  the  general  law  than  the  rate  received  under  the  act 
of  June  27,  1890,  a  medical  examination  may  be  ordered  without 
medical  testimony. 

4.  If  an  application  for  increase  shall  be  filed  before  a  prior  appli- 
cation for  increase  has  been  disposed  of  but  subsequent  to  the  medical 
examination  held  thereunder  an  order  for  a  medical  examination  will 
not  be  issued  without  medical  testimony,  as  in  rule  1,  and  pensioner 
will  be  so  advised. 

5.  As  a  general  rule,  an  order  for  a  medical  examination  should  not 
be  issued  without  medical  evidence  showing  material  increase  in  pen- 
sioned disabilities,  if  pensioner  is  in  receipt  of  $17  per  month,  and  he 
should  be  advised  as  under  rule  1.    There  will,  of  course,  be  excep- 
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tions  to  this  rule,  and  each  case  should  be  carefully  considered  on  its 
own  merits  before  action  is  taken  therein. 

6.  Upon  receipt  of  the  medical  testimony  which  may  be  furnished 
in  response  to  the  rules  above  noted,  the  same  will  be  carefully  con- 
sidered to  determine  the  question  of  its  sufficiency.  If  such  testimony 
is  immaterial,  and  does  not  indicate  an  increased  disability,  the  claim- 
ant will  be  advised  that  an  order  for  a  medical  examination  is  not  now 
warranted,  and  be  given  the  reasons  for  such  action.  If,  however,  no 
testimony  shall  be  filed  in  response  to  the  conmiimication  from  this 
Bureau  within  one  year  from  the  date  thereof,  the  case  will  be  for-, 
warded  to  the  admitted  files,  and  carried  oh  the  records  of  the  adjudi- 
cating division  as  an  "  abandoned  increase." 

These  rules  are  intended  to  prevent  the  indiscriminate  orders  for 
medical  examinations  in  increase  claims  where  it  is  self-evident,  from 
the  history  of  the  cases,  that  such  examinations  will  be  of  no  benefit 
either  to  the  pensioners  or  to  the  Government. 

The  present  practice  will  be  observed  in  those  cases  where  the 
claimants  are  in  receipt  of  a  pension  of  $24  per  month  or  over. 

Claims  for  renewal  of  pensions. — Applications  for  renewal  of  pen- 
sion must  be  made  to  tne  Commissioner  by  a  declaration  executed  as 
in  original  claims,  setting  forth  that  the  cause  for  which  pension  was 
allowed  still  continues. 

In  cases  of  unclaimed  pensions  (sec.  4719,  K.  S.)  evidence  must  be 
filed  satisfactorily  accounting  for  the  failure  to  claim  such  pension, 
and  medical  evidence  showing  the  continuance  of  the  disability. 

PENSIONS  TO  WIDOWS  SINCE   MARCH  4,   1861. 

General  law. — To  obtain  title  to  pension  under  this  heading  it  must 
be  shown  that  the  soldier  or  sailor  died  of  a  disabilitv  contracted  in 
service  and  line  of  duty.  The  date,  place,  and  cause  of  death  of  the 
soldier  or  sailor  on  account  of  whom  the  pension  is  claimed  should  be 
shown  by  a  verified  transcript  of  the  public  record.  When  the  public 
record  is  indefinite  as  to  the  cause  of  death  and  when  it  is  necessary 
to  show  the  pathological  connection  between  the  death  cause  as  shown 
in  the  recora  and  the  disability  as  proven  of  service  origin,  the  testi- 
mony of  the  attending  physician  should  be  filed,  giving  a  full  history 
of  the  soldier's  fatal  illness  and  the  mode  and  manner  of  death,  but 
when  that  is  impossible  the  testimony  of  other  persons  who  are  ac- 
quainted with  the  circumstances  may  be  furnished. 

Proof  of  marriage. — ^The  marriage  of  the  applicant  to  the  person 
on  account  of  whose  service  and  death  the  claim  is  made  should  be 
shown — 

By  a  duly  verified  copy  of  a  church  or  other  public  record;  or 
By  the  affidavit  of  the  clergyman  or  magistrate  who  officiated ; 
or 

(3)  By  the  testimony  of  two  or  more  eyewitnesses  to  the  ceremony ; 
or 

(4)  By  a  duly  verified  copy  of  the  church  record  of  baptism  of  the 
children ;  or 

(5)  By  the  testimony  of  two  or  more  witnesses  who  know  that  the 

{)arties  lived  together  as  husband  and  wife,  and  who  will  state  how 
ong,  within  their  knowledge,  such  cohabitation  continued. 
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Special  provision,  however,  is  made  by  section  4705  of  the  Revised 
Statutes  in  regard  to  the  character  of  the  evidence  which  shall  be 
required  in  the  claims  of  widows  and  children  of  colored  and  Indian 
soldiers  and  sailors. 

Proof  of  the  dates  of  birth  of  children, — The  dates  of  birth  of  chil- 
dren should  be  proved — 

(1)  By  a  duly  verified  copy  of  the  church  record  of  baptism  or 
other  public  record ;  or 

(2)  By  the  affidavit  of  the  physician  who  attended  the  mother;  or 

(3)  By  the  testimonv  of  persons  who  were  present  at  the  births, 
who  should  state  how  tneyare  able  to  testify  to  the  precise  dates. 

If  any  child  of  the  person  on  whose  account  the  claim  is  made  died 
after  the  date  at  which  the  widow's  pension  will  conunence,  the  date 
of  the  death  must  be  shown. 

Act  June  27^  1890 j  as  amended  by  act  May  P,  1900. — Pensions  are 
granted  to  widows  under  these  acts  upon  proof — 

(1^  That  the  soldier  served  at  least  ninety  days. 

(2)  That  he  was  honorablv  discharged. 

(3)  That  he  is  dead;  but  fiis  death  need  not  have  been  the  result  of 
his  army  service.  Under  act  of  March  13, 189G,  death  of  soldier  may 
be  presumed. 

(4)  That  the  widow  is  "  without  other  means  of  support  than  her 
daily  labor."  The  act  of  May  9,  1900,  gives  title  to  the  widow  if  she 
is  left  without  means  of  support  other  than  her  daily  labor  and  an 
actual  net  income  not  exceeding  $250  per  year. 

(5)  That  she  married  soldier  prior  to  June  27, 1890,  date  of  the  act. 

PENSIONS  TO   MINORS   SINCE   MARCH   4,   18G1. 

General  law, — ^To  obtain  title  to  pension  under  this  heading  it  must 
be  shown  that  the  father  of  the  minor  children  died  of  a  disability 
contracted  in  service  and  line  of  duty,  and  the  guardian "  of  the 
minors  must  further  furnish  proof  upon  the  following  points : 

(1)  A  copy  of  his  letters  of  guardianship,  bearing  the  seal  of  the 
court  making  the  appointment,  together  Wf'ih  the  certificate  of  the 
court  that  such  appointment  has  not  been  revoked. 

(2)  The  cause  and  date  of  the  father's  death,  the  marriage  of  the 
parents,  and  the  dates  of  birth  of  the  children  must  be  proved. 
When,  however,  satisfactory  proof  upon  these  points  has  been  fur- 
nished in  the  claim  of  the  widow,  it  will  not  agam  be  required  in  the 
claim  on  behalf  of  the  minors. 

(3)  If  the  mother  of  the  children  is  dead'  the  date  of  her  death 
must  be  proved.  If  she  remarried,  her  remarriage  must  be  proved 
in  the  same  manner  that  her  marriage  to  the  father  of  the  children  is 
required  to  be  proved.  If  the  claim  is  made  on  account  of  the  widow 
having  abandoned  the  children,  or  on  account  of  her  unfitness  to  have 
custody  of  them,  the  abandonment  or  unfitness  can  be  shown  by  the 
certificate  of  the  court  having  [)robate  jurisdiction  or  upon  the  presen- 
tation of  satisfactory  evidence  thereoi  to  the  Conmiissioner  of  Pen- 
sions. 

oA  minor  having:  no  guardian  may  malvc  appHcation  and  prosecute  claim  in 
person  or  by  next  friend;  l)Ut  if  claim  is  allowed  and  before  payment  of  i>ensloi. 
is  made  a  guardian  must  be  duly  appointed. 
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(4)  If  the  mother  of  the  cnildren  died  before  the  father,  it  must 
be  shown  whether  he  again  married. 

(5)  It  must  be  shown  whether  the  father  left  any  other  pension- 
able child  than  those  for  whose  benefit  the  claim  is  made;  and,  if  so, 
why  such  child  is  not  embraced  in  the  application.  A  guardian  is 
not  entitled  on  account  of  a  child  which  died  prior  to  the  date  of  the 
application. 

Act  June  27^  1890,  as  amended  hy  act  May  P,  1900. — ^Title  obtains 
under  these  acts  upon  the  death  or  remarriage  of  the  widow  of  the 
soldier,  except  where  the  widow  married  the  soldier  on  or  after  June 
27,  1890,  when  minor  takes  title,  provided  widow  has  no  title  to  pen- 
sion under  the  general  law. 

* 

INSANE,  IDIOTIC,  OR  OTHERWISE  PERMANENTLY  HELPLESS  CHILDREN. 

General  law  and  act  June  27,  1890,  as  amended  hy  act  May  9, 
1900. — The  proviso  of  the  third  section  of  the  act  of  June  27,  1890, 
as  amended  by  act  of  May  9,  1900,  continues  the  pension  of  a  minor 
child  after  it  becomes  16  years  of  a^,  if  laboring  under  disabilities 
as  al)ove  stated  during  the  life  of  said  child  or  during  the  period  of 
such  disability. 

PENSIONS  TO  DEPENDENT  RELATIVES  SINCE  MARCH  4,  1861. 

(Section  4707,  R.  S.) 

General  law. — To  obtain  title  to  pension  under  this  heading  it  must 
be  shown  that  the  soldier  or  sailor  died  of  a  disability  contracted  in 
service  and  line  of  duty. 

Dependent  mothers, — A  mother  must  show  her  relationship,  the 
date  and  cause  of  the  son's  death,  and  whether  he  left  a  widow  or 
minor  children  surviving,  and  her  dependence  upon  him  for  support 
at  the  time  of  his  death. 

In  proof  of  dependence  it  must  be  shown  that  previous  to  the  date 
of  the  said  son's  decease  her  husband  had  died,  or  that  he  had  per- 
manently abandoned  her  support,  or  that  on  account  of  disability 
from  injury  or  disease  he  was  unable  to  support  her.  If  the  husband 
is  dead,  the  date  of  his  death  must  be  proved.  If  he  abandoned  the 
support  of  his  family,  the  date  of  such  abandonment  and  all  the  facts 
of  the  case,  showing  whether  he  ever  returned  or  ever  afterwards  con- 
tributed to  the  support  of  the  claimant,  must  be  fully  set  forth.  If 
he  was  disabled^  the  nature  and  cause  of  the  disability  and  when  and 
to  what  extent  it  rendered  him  unable  to  support  the  claimant  must 
be  shown  by  the  testimony  of  his  physician.  The  extent  of  his  dis- 
ability during  the  period  from  the  son's  death  to  the  present  time 
should  also  be  shown. 

The  value  of  the  property  of  the  claimant  and  her  husband,  the 
income  which  they  derived  therefrom,  and  the  other  means  of  sup- 
ort  possessed  by  them  while  she  was  receiving  the  contributions  of 
er  said  son,  and  from  that  time  to  the  present,  should  be  shown  by 
the  testimony  of  credible  and  disinterested  witnesses,  who  must  state 
how  they  know  the  facts.  The  value  of  property  assessed  for  taxa- 
tion may  be  shown  by  the  testimony  of  the  officer  having  possession 
of  the  records  relating  thereto.  The  true  as  compared  with  the 
assessed  value  should  be  stated. 
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It  must  be  shown  to  what  extent,  for  what  period,  and  in  what 
manner  her  said  son  contributed  to  her  support,  by  the  testimony  of 
persons  for  whom  the  son  labored,  to  whom  he  paid  rent,  of  whom  he 
purchased  groceries,  fuel,  clothing,  or  other  necessary  articles  for  her 
use,  or  of  those  who  otherwise  had  a  knowledge  of  the  contributions 
of  the  son,  and  who  must  state  how  they  obtained  such  knowledge. 
Any  letter  from  the  son  bearine  upon  the  question  of  support  should 
be  filed.  If  the  son,  in  any  ouier  manner  than  by  actual  contribu- 
tions, acknowledged  his  obligation  to  support  his  mother,  or  was  by 
law  bound  to  such  support,  the  facts  should  be  shown. 

Dependent  fathers, — A  father  claiming  pension  on  account  of  the 
death  of  his  son,  upon  whom  he  was  dependent  for  support,  must 
prove — 

(1)  The  cause  and  date  of  his  son's  death;  that  said  son  left 
no  widow  or  minor  child  surviving  him;  the  cause  and  extent  of  his 
disability  during  the  period  in  which  the  son  contributed  to  his  sup- 
port, and  from  that  time  to  the  present ;  the  amount  of  his  property 
and  all  other  means  of  support  possessed  by  him  during  that  period, 
and  the  extent  of  his  dependence  upon  his  son  for  support.  The  facts 
of  the  case  in  these  respects  should  be  shown  by  such  testimony  as  is 
required  in  the  claim  oi  a  mother. 

(2)  The  date  of  his  marriage,  the  date  of  the  death  of  the  mother, 
and  the  date  of  birth  of  the  son  must  be  proved. 

In  case  the  mother  applied  for  pension,  reference  should  be  made 
to  her  application,  and  the  number  of  the  same  or  of  her  certificate 
should  be  given.  Evidence  upon  any  point  established  in  her  claim 
will  not  again  be  required. 

Minor  brothers  and  sisters, — The  claim  on  behalf  of  minor  brothers 
and  sisters  should  be  made  by  a  guardian  duly  appointed,**  who  must 
furnish  the  evidence  of  his  or  her  authoritv  under  the  seal  of  the 
court  from  which  the  authority  was  obtained.  He  must  prove  the 
cause  and  date  of  the  death  of  the  brother  on  whose  account  tlie  claim 
is  made,  his  celibacy,  the  dates  of  death  of  the  mother  and  father  or 
the  death  of  the  father  and  remarriage  of  the  mother,  his  relationsliip 
to  the  persons  on  whose  behalf  the  claim  is  made,  the  dates  of  their 
births,  and  their  dependence  upon  the  brother  for  sni)port.  If  the 
mother  or  fatlier  apj)lied  for  pension,  the  number  of  his  or  her  appli- 
cation or  of  his  or  her  certificate  should  be  given.  Evidence  upon 
any  point  established  in  the  claim  of  the  mother  or  father  w^ill  not 
again  be  required. 

In  the  administration  of  the  pension  laws  no  distinction  is  made  be- 
tween brothers  and  sisters  of  the  half  blood  and  those  of  the  whole 
blood. 

Act  of  June  27^  1890  (construed  as  amending  sec.  4707,  R.  S.,  as  to 
dependent  parents). — The  same  evidence  is  required  in  claims  under 
this  act  as  under  the  general  law,  except  as  to  contributions  by  the 
soldier  and  as  to  date  of  dependence,  which  is  removed  from  the  date 
of  the  soldier's  death  to  the  date  of  filing  the  application  under  this 
law. 

oA  minor  linvinff  no  guardian  may  make  appHcation  and  prosecute  claim  In 
person  or  by  \\v\t  friend;  but  if  claim  is  anoweU  and  before  payment  is  made, 
a  guardian  must  be  duly  appointed. 
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If  claim  is  prosecuted  under  section  4707  the  attorney's  fee  is  $25 ; 
if  prosecuted  under  said  section  as  amended  by  act  of  June  27, 1890, 
the  fee  is  $10. 

The  rate  of  pension  under  either  law  is  governed  by  rank. 

CLAIMS  FOR  RENEWAL  AND  RESTORATION* 

Applications  for  renewal  of  pension  (sec.  4719  R.  S.)  must  be  made 
to  the  Commissioner  by  a  declaration  executed  as  in  original  claims, 
setting  forth  fully  the  reasons  for  failure  to  draw  pension,  together 
with  evidence  satisfactorily  accounting  for  such  failure. 

The  acts  of  March  8,  1901,  and  February  28,  1903,  amending  sec- 
tion 4708,  Revised  Statutes,  provide  restoration  of  pension  under  the 
general  law  to  widows  on  renewed  widowhood ;  provided,  the  appli- 
cant under  said  acts  was  the  wife  of  the  officer,  soldier,  or  sailor,  dur- 
ing the  period  of  his  service  in  any  war;  that  her  name  was  dropped 
from  the  rolls  by  reason  of  her  marriage  to  another  person,  who  has 
since  died,  or  from  whom  she  has  been  divorced  upon  her  own  appli- 
cation and  without  fault  on  her  part ;  and  provided  further,  that  she 
is  without  means  of  support  other  than  her  dailv  labor  and  a  net 
income  not  exceeding  $250  per  annum.  The  fact  that  the  widow  was 
originally  barred  from  pension  under  the  act  of  March  3,  18C5,  by 
reason  of  her  remarriage  does  not  deprive  her  of  title  under  the  act 
of  February  28, 1903. 

PENSIONS  TO  ARMY   NURSES. 

The  act  of  August  5,  1892,  provides  that  all  women  employed  by 
the  Surgeon-General  of  the  Army  as  nurses  during  the  late  war  of 
the  rebellion  for  a  period  of  six  months  or  more,  who  were  hon- 
orably relieved  from  such  service,  are  entitled  to  a  pension,  provided 
they  are  unable  to  earn  a  support. 

Applications  for  the  benefits  of  this  law  should  be  made  in  the  form 
prescribed  by  the  Commissioner  of  Pensions. 

DIVISION   OF  PENSION. 
(Act  March  3,  1899.) 

Order  No.  69.]  Department  of  the  Interior, 

Bureau  of  Pensions, 
Washington,  D.  C,  May  20, 1903. 

In  the  adjudication  of  claims  under  the  act  of  March  3,  1899,  the 
following  rules  of  practice,  amending  the  rules  of  practice  of  May 
21, 1902,  will  be  observed  and  followed : 

1.  All  claimants  under  the  act  of  March  3,  1899,  will  be  required  to 
file  with  their  declarations  proof  in  support  thereof  sufficient  to  es- 
tablish a  prima  facie  case  under  the  law. 

2.  Where  the  claim  is  filed  by  the  wife,  alleging  that  the  pensioner 
has  deserted  her  for  a  period  of  six  months  or  more  subsequent  to 
March  3,  1899,  and  prior  to  the  filing  of  the  declaration,  the  declara- 
tion must  be  accompanied  by  evidence  showing  that  she  is  the  wife 
of  the  pensioner;  that  the  pensioner  has  deserted  her  for  the  period 
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alleged  in  the  declaration,  and  that  she  is  a  woman  of  good  moral 
character  and  in  necessitous  circumstances. 

3.  Where  the  claim  is  filed  by  the  wife,  alleging  that  the  pensioner 
is  an  inmate  pf  a  State  Soldiers'  or  Sailors'  Home,  or  a  National  Sol- 
diers' Home,  the  declaration  must  be  accompanied  by  evidence  show- 
ing that  the  claimant  is  the  wife  of  the  pensioner,  and  that  she  is  a 
woman  of  good  moral  character  and  in  necessitous  circumstances. 

4.  ^Vhere  the  claim  is  filed  by  or  on  behalf  of  the  minor  child  or 
children — under  16  years  of  age — of  a  pensioner,  alleging  that  pen- 
sioner has  deserted  such  child  or  children  for  a  period  of  six  months 
or  more  subsequent  to  March  3,  1899,  and  prior  to  the  filing  of  the 
declaration,  the  declaration  must  be  accompanied  by  evidence  show- 
ing the  marriage  of  the  parents,  the  date  of  birth  of  each  child,  the 
death  or  divorce  of  the  wife  of  the  pensioner;  that  he  has  not  re- 
married since  suet  death  or  divorce,  and  that  the  pensioner  has  de- 
serted such  child  or  children  for  the  period  alleged. 

5.  Where  the  claim  is  filed  by  or  on  behalf  of  the  minor  child  or 
children — under  16  years  of  age — of  a  pensioner,  alleging  that  the 
pensioner  is  an  inmate  of  a  State  Soldiers'  or  Sailors'  Home,  or  a 
National  Soldiers'  Home,  the  declaration  must  be  accompanied  by 
evidence  showing  the  marriage  of  the  parents,  the  date  of  birth  of 
each  child,  the  death  or  div'orce  of  the  wife  of  the  pensioner,  and  that 
he  has  not  remarried  since  such  death  or  divorce. 

6.  'V^Tiere  the  claim  is  filed  by  or  on  behalf  of  a  permanently  help- 
less and  dependent  child  of  a  pensioner,  alleging  that  pensioner  has 
deserted  such  child  for  a  period  of  six  months  or  more  subsequent  to 
March  3,  1899,  and  prior  to  the  filing  of  the  declaration,  the  declara- 
tion must  be  accompanied  by  evidence  showing  the  marriage  of  the 
parents,  the  date  of  birth  of  the  child,  the  death  or  divorce  oi  the  wife 
of  the  pensioner;  that  he  has  not  remarried  since  such  death  or  di- 
vorce; that  the  pensioner  has  deserted  such  child  for  the  period 
alleged,  and  that  the  child  is  permanently  helpless  and  dependent. 

7.  Where  the  claim  is  filed  by  or  on  behalf  of  a  permanently  help- 
less and  def)endent  child  of  a  pensioner,  alleging  that  pensioner  is  an 
inmate  of  a  State  Soldiers'  or  Sailors'  Home,  or  a  National  Soldiers' 
Home,  the  declaration  must  be  accompanied  by  evidence  showing  the 
marriage  of  the  parents,  the  date  of  birth  of  the  child,  the  death  or 
divorce  of  the  wife  of  the  pensioner;  that  he  has  not  remarried  since 
such  death  or  divorce,  ana  that  such  child  is  permanently  helpless 
and  dependent. 

8.  A  declaration  unaccompanied  by  evidence  as  indicated  herein, 
sufficient  to  establish  a  prima  facie  case,  will  not  be  considered  as  con- 
ferring anv  right  upon  the  claimant,  or  as  serving  notice  upon  the 
Bureau  snAicient  to  warrant  the  suspension  or  the  withholding  of  any 
part  of  the  pension  due  or  owing  to  the  pensioner.  Upon  receipt  of 
a  declaration,  unaccompanied  by  evidence  as  indicated  herein,  it 
should  be  promptly  returned  to  the  claimant,  with  a  notification  that 
until  the  same  is  remedied  in  accordance  therewith,  it  can  not  be 
considered. 

9.  Upon  the  filing  by  the  wife,  minor  child,  or  children,  or  perma- 
nently helpless  and  dependent  child  of  a  pensioner,  of  a  declaration 
accompanied  by  sufficient  evidence  to  show  a  prima  facie  case  under 
the  act  of  March  3, 1899,  the  United  States  pension  agent  will  at  once 
be  instructed  to  suspend  payment  of  one-half  of  the  unpaid  pension 
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due  the  pensioner  for  the  period  subsequent  to  the  date  of  statutory 
desertion,  or  his  entrance  into  a  State  or  National  Soldiers'  Home,  anci 
to  withhold  from  him  one-half  of  the  pension  due  and  payable  to  him 
for  the  period  subsequent  to  the  date  of  the  filing  of  tne  declaration, 
and  during  the  pendency  of  the  claim  under  the  act  cited. 

The  United  States  pension  agent,  upon  the  receipt  of  a  notice  from 
the  Commissioner  of  Pensions  to  suspend  payment  of  one-half  the 
pension  of  the  pensioner,  will  make  a  record  entry  thereof  and 
promptly  acknowledge  receipt  of  said  notice  of  suspension,  and  there- 
after he  will  make  no  payment  of  the  one-half  suspended  portion  of 
the  pension  to  any  person  until  further  directed  by  the  Commissioner 
of  Pensions. 

In  case  the  pensioner  is  an  inmate  of  a  Nationel  Soldiers'  Home,  the 
treasurer  of  said  Home  will,  on  the  same  date  of  the  notice  of  suspen- 
sion to  the  United  States  pension  agent,  be  duly  advised,  through  the 
governor  of  said  Home,  of  said  notice  of  suspension.  If,  on  the  date 
of  receipt  of  said  notice  by  the  treasurer  of  the  Home,  he  shall  be  in 

Eossession  of  any  unexpended  pension  money  drawn  in  pensioner's 
ehalf,  or  to  which  the  pensioner  became  entitled  during  his  residence 
in  said  Home^  subsecjuent  to  March  3,  1899,  the  treasurer  shall  with- 
hold and  retain  in  his  possession  one-half  of  said  unexpended  pension 
money,  subject  to  the  luture  order  of  the  Commissioner  of  Pensions. 

10.  The  filing  of  an  application  or  declaration  by  a  claimant  under 
the  act  of  March  3,  1899,  like  an  appeal  by  claimant  or  pensioner, 
shall  serve  the  same  purpose  as  a  writ  of  subpersedeas,  or  other  simi- 
lar writ,  and  shall  stay  further  Bureau  proceedings,  so  far  as  they 
involve  further  payment  of  the  one-half  of  the  pension  in  controversy, 
pending  the  adjudication  of  the  claim  by  the  Commissioner  of  Pen- 
sions. 

11.  In  all  cases  filed  under  the  act  of  March  3,  1899,  and  allowed, 
the  claimant  is  entitled  to  one-half  of  so  much  of  the  unpaid  pension 
as  is  due  or  owing  to  the  pensioner  at  the  date  of  the  filing  of  the 
declaration,  and  covering  the  period  from  the  date  of  the  statutory 
desertion,  subsequent  to  the  paasage  of  the  act  of  March  3,  1899,  or 
covering  the  period  from  the  entrance  of  the  pensioner  into  a  State 
Soldiers'  or  Sailors'  Home,  or  a  National  Soldiers'  Home,  subsequent 
to  the  passage  of  the  act  of  March  3,  1899.  In  cases  of  desertion 
where  the  desertion  occurred  prior  to  the  passage  of  the  act  of  March 
3,  1899,  the  date  of  statutory  desertion  will  be  accepted  as  March  4, 
1899.  In  cast»s  where  the  desertion  occurred  subsequent  to  March  3, 
1899  (the  date  of  the  passage  of  the  act),  the  date  of  the  actual 
desertion  will  be  accepted  as  the  date  of  the  commencement  of  the 
statutory  dcvsertion.  No  right  can  accrue  to  a  claimant  until  the 
pensioner  has  l)een  in  actual  desertion  for  a  period  of  over  six  months 
prior  to  the  execution  of  her  declaration,  and  no  right  of  application 
under  the  act  can  accrue  on  account  of  desertion  until  six  months 
have  expired  from  the  date  of  such  desertion. 

12.  In  cases  filed  under  the  act  of  March  3,  1899,  where  the  pen- 
sioner is  an  inmate  of  a  State  Soldiers'  or  Sailors'  Home,  or  a  Na- 
tional Soldiers'  Home,  the  actual  date  of  entrance  into  the  Home 
subsequent  to  March  3,  1899,  will  govern.  If  at  the  date  of  the 
passa^  of  the  act  the  pensioner  was  an  inmate  of  a  State  Soldiers' 
or  Sailors'  Home,  or  a  National  Soldiers'  Home,  the  right  of  appli- 
cation immediately  became  operative,  and  March  3^  1%^^^  ^'v\  \^ 
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considered,  in  such  cases,  as  the  statutory  date  of  the  pensioner's 
entrance  into. the  Soldiers'  Home,  and  payment,  if  the  claim  is 
allowed,  shall  be  one-half  of  so  much  of  the  pension  as  remained 
unpaid  and  due  and  owing  to  the  pensioner  at  Uie  date  of  the  filing 
of  the  declaration. 

18.  Where  an  increase  of  pension  is  allowed  a  pensioner  subsequent 
to  the  allowance  of  the  wife's  claim  under  the  act  of  March  3,  1899, 
the  wife  shall  be  entitled  to  one-half  of  only  so  much  of  the  pension 
as  is  due  the  pensioner  covering  the  period  subsequent  to  the  statutory 
desertion  established  in  her  claim,  or  subsequent  to  the  date  of  the 
entrance  of  the  pensioner  into  the  Soldiers'  Home  subsequent  to  the 
passage  of  the  act  of  March  3, 1899. 

14.  As  promptness  in  the  adjudication  of  claims  filed  under  the  act 
of  March  3,  1899,  is  imperative  to  avoid  vexatious  charges  against 
one  or  the  other,  both  the  claimant  and  the  pensioner  will  be  required 
to  answer  calls  made  for  evidence  promptly. 

15.  Where  a  prima  facie  case  has  been  filed  by  the  wife  the  pen- 
sioner will  receive  the  usual  notice  of  the  filing  of  the  claim  and  will 
be  allowed  thirty  days,  as  herein  provided,  from  the  receipt  of  said 
notice,  to  answer  the  allegations  made  by  the  wife.  Where  the  pen- 
sioner has  made  answer  and  in  rebuttal  filed  evidence  the  claimant 
will  be  allowed  thirty  days  from  the  receipt  of  a  notice  of  said  allega- 
tions to  answer  same  and  complete  her  claim  in  accordance  with  me 
terms  of  the  act  of  March  3,  1899.  Should  she  fail  to  complete  her 
claim  or  fail  to  give  a  satisfactory  reason  for  so  doing,  the  case  should 
be  rejected  on  me  ground  that  claimant  has  failed  to  establish  title 
within  the  meaning  of  the  act  of  March  3, 1899. 

16.  Where  the  pensioner  receives  the  usual  thirty-dav  notice  of  the 
filing  of  the  claim  under  the  act  of  March  3,  1899,  and  fails  to  make 
answer  within  thirty  days  from  the  receipt  thereof  he  will  be  con- 
sidered as  waiving  his  rigiit  of  answer,  and  the  registry  receipt  card 
or  other  evidence  showing  his  receipt  thereof  will  be  considered  as 
proof  of  service  upon  him  of  notice  of  the  filing  of  the  claim  and  his 
waiver  of  answer  thereto. 

17.  Upon  the  adjudication  of  a  claim  under  the  act  of  March  8, 
1899,  the  Bureau  will  promptly  notify  both  parties  or  their  attorneys, 
if  any,  of  the  action  taken  by  registered  letter,  informing  both  that 
thirty  days  from  the  receipt  of  said  notice  will  be  allowed  for  the 
purpose  of  appealing  from  the  decision  of  the  Bureau;  and  there 
shall  be  inclosed  to  each  a  copy  of  Rules  16  to  20  of  Practice.  No 
payment  will  be  made  until  the  expiration  of  said  thirty  days  unless 
the  right  of  appeal  shall  be  sooner  waived. 

18.  Upon  the  filing  of  an  appeal,  in  accordance  with  the  rules  of  the 
Department,  payment  will  be  still  suspended,  pending  the  decision  of 
the  Department  upon  the  appeal,  as  required  by  Rule  16  of  Practice. 

19.  If  no  appeal  is  filed  within  thirty  days  from  the  date,  as  shown 
by  the  return  registry  receipt  card,  payment  will  be  made  in  all  cases 
allowed  and  suspension  or  payment  will  be  removed  in^  all  cases 
rejected  and  the  full  amount  oi  pension  restored  to  the  pensioner  in 
the  last-named  cases. 

20.  Any  and  all  pa^onents  of  one-half  the  pension  to  any  of  the 
beneficiaries  named  m  the  first  three  provisos  of  said  act  of  March  3, 
1899,  shall  hereafter  be  made  by  and  through  the  United  States  pen- 
sion agents,  and  in  future  no  payment  shall  be  made  to  any  of  said 
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Iwncflcianes  by  the  treasurer  of  a  National  Soldiers'  Home,  except 
one-half  of  so  much  of  the  pensioner's  pension  as  shall  be  in  the  hands 
of  the  treasurer  of  said  Home  and  unexpended  at  the  date  of  filing  the 
claim  under  said  act,  in  which  case  the  treasurer  shall  withhold  and 
disburse  upon  the  order  of  the  Commissioner  of  Pensions,  as  provided 
in  paragraph  9  of  this  order. 

E.  F.  Ware,  Commiasioner, 
Approved : 

Thos.  Ryan,  Acting  Secretary. 
Department  of  the  Interior, 

May  22, 1903. 
(See  14  P.  D.,  124.) 

WITNESSES   AND   TESTIMONY. 

A  declaration  executed  before  an  officer  who  is  claimant's  attorney 
is  accepted  by  the  Bureau  as  good  and  valid,  but  under  the  practice 
such  magisterial  act  vacates  any  rights  which  may  be  conferred  on 
him  in  the  power  of  attorney  therein  embodied. 

Evidence  executed  before  an  officer  who  is  claimant's  attorney  or 
before  any  person  who  has  a  manifest  interest  therein  can  not  be  con- 
sidered. It  is  held  by  the  Department,  however,  that  evidence  so  exe- 
cuted, wherein  the  certificate  of  such  officer  contains  a  clause  setting 
forth  that  "  he  is  in  no  wise  interested  in  the  claim  nor  concerned  in 
its  prosecution"  is  good  and  valid,  but  the  rights  such  officer  may 
have  had  as  attorney  in  the  case  are  thereby  abandoned.  All  certifi- 
cates of  executing  officers  must  certify  that  they  have  no  interest  in 
the  claim. 

It  is  desirable  that  the  facts  required  to  be  proved  in  the  prosecu- 
tion of  a  claim  for  pension  should,  if  possible,  be  shown  by  the  testi- 
mony of  other  per.sons  than  near  relatives  of  the  claimant. 

Every  fact  required  to  be  proved  should  be  shown  by  the  best  evi- 
dence obtainable.  Every  witness  should  state  whether  he  has  any 
interest,  direct  or  indirect,  in  the  prosecution  of  the  claim  in  which  he 
may  be  called  to  testify,  and  sltould  give  his  post-office  address. 

Witnesses  should  not  merely  confirm  the  statements  of  other  par- 
ties, but  they  should  give  a  detailed  statement  of  the  facts  known  to 
them  in  regard  to  the  matter  concerning  which  they  may  testify,  and 
they  should  state  how  they  obtained  a  knowledge  of  such  facts.  The 
officer  who  may  take  the  deposition  or  affidavit  must  certify  in  his 
own  handwriting  as  to  his  knowledge  of  the  credibility  of  the  wit- 
nesses. If  they  sign  by  mark,  the  signature  must  be  attested  by  two 
witnesses  who  can  write,  and  the  officer  must  certify  that  the  contents 
of  their  depositions  or  affidavits  were  read  to  them  before  he  admin- 
istered the  oath. 

It  is  desirable  that  affidavits  .should  be  free  from  interlineations 
and  erasures.  When  an  alteration  is  made  in  an  affidavit,  or  an  addi- 
tion is  made  thereto,  it  must  appear  by  the  certificate  of  the  officer 
who  administered  the  oath  that  such  alteration  or  addition  was  made 
with  the  knowledge  and  sworn  consent  of  the  affiant. 

In  all  affidavits  from  surgeons  or  physicians  it  is  desirable  that  the 
portion  detailing  the  nature  of  the  disability,  dates  of  treatment,  and 
8.  Doc.  300, 50-2,  pt  3 3 
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death,  symptoms  and  opinions  as  to  connection  between  diseases  or 
injury  and  disease,  should  be  in  the  handwriting  of  the  party  by 
whom  it  is  signed.  The  testimony  of  any  person  as  an  expert  should 
be  drawn  up  by  some  one  professionally  competent  to  make  such  a 
statement. 

The  official  certificates  of  judicial  officers  using  a  seal,  or  of  com- 
missioned officers  of  the  Army  and  Navy  in  actual  service,  will  be 
accepted  without  affidavit;  but  all  other  witnesses  must  testify  under 
oath. 

COPIES   OR  ORIGINALS  OF  PAPERS. 

All  papers  or  exhibits  filed  as  evidence  in  claims  for  pension  be- 
come a  part  of  the  record.  Copies  of  same  or  originals  can  be  re- 
turned only  within  the  discretion  of  the  Commissioner  of  Pensions, 
upon  application  by  the  parties  properly  entitled  thereto. 

Certified  copies  of  declarations  and  affidavits  on  file  in  claims  for 
pension  can  be  furnished  only  upon  the  call  of  a  court  or  department 
wherein  the  same  are  to  be  used  as  evidence,  under  the  lollowing 
conditions : 

Certified  copies  of  any  papers  on  file  in  a  claim  for  pension  in  this  Bureau 
can  be  furnished  only  upon  the  request  of  a  court  or  departmeift  wherein  the 
same  are  to  be  used  as  evidence,  and,  if  for  use  in  a  court,  upon  the  following 
conditions : 

This  Bureau  should  be  advised  of  the  nature  of  the  suit,  the  names  of  the 
parties  thereto,  and  in  what  court  the  action  is  pending. 

The  party  who  desires  to  use  the  certified  copies  should  state  what  he  expects 
to  prove  by  them,  and  make  oath  in  due  form  that  this  evidence  is  material  to 
his  cause ;  that  the  object  of  its  use  can  not  be  attained  by  the  substitution  of 
any  other  evidence ;  that  without  it  he  may  suffer  irreparable  injury,  and  that 
the  United  States  Government  is  not  involved  as  a  party  to  the  action  nor  in- 
terested in  the  result  thereof. 

With  such  affidavit  he  should  file  a  request  from  the  judge  of  the  court  in 
which  the  action  is  pending  for  the  production  of  such  certified  copies. 

The  papers  of  which  copies  are  desired  should  be  clearly  specified,  and  the 
name  of  the  soldier  upon  whose  service  the  claim  was  based,  the  designation 
of  the  organization  in  which  he  served,  and,  if  possible,  the  number  of  the  claim 
or  the  certificate  should  be  stated,  in  order  that  the  case  may  be  identified 
and  unnecessary  delay  avoided. 

MISCELLANEOUS. 

Application  for  reimbursement  should  be  filed  with  the  Auditor  for 
the  Interior  Department,  Treasury  Department. 

Application  tor  certificate  of  service  m  lieu  of  lost  dischar^  should 
be  nled  with  The  Military  Secretary,  War  Department,  in  army 
cases,  and  with  the  Chief  Bureau  of  Navigation,  Navy  Department, 
in  navy  cases. 

Application  for  back  pay,  extra  pay,  bounty  in  money  for  mili- 
tary service  should  be  filed  with  the  Auditor  for  the  War  Depart- 
ment; for  bounty,  extra  pay  or  prize  money  for  naval  service  with 
the  Auditor  for  the  Na\y  Department. 

Application  for  artificial  limbs  or  mechanical  appliances  should 
be  filed  with  the  Surgeon-General  of  the  Army. 
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1.  Applications  or  declarations  —  Execution. — Applications  for 
bounty  hind  warrants  should  be  made  substantially  according  to  the 
forms  hereinafter  given,  and  the  instructions  given  in  the  notes  on 
the  forms  must  be  as  fully  complied  with  as  the  circumstances  of  each 
case  will  permit. 

Declarations  should  be  executed  before  some  officer  who,  under  the 
laws  of  his  State,  city,  or  county,  has  authority  to  administer  oaths 
for  general  purposes.  Where  such  declarations  or  other  papers  are 
executed  before  an  officer  authorized  as  above  but  not  required  by  the 
laws  of  his  State  to  have  and  use  a  seal  to  authenticate  his  official 
acts,  he  shall  file  in  the  Bureau  of  Pensions  a  certificate  of  his  official 
character,  showing  his  official  signature  and  term  of  office,  certified 
by  a  clerk  of  a  court  of  record  or  other  proper  officer  of  the  State  as 
to  the  genuineness  thereof ;  and  when  said  certificate  has  been  filed  in 
the  Bureau  of  Pensions,  his  own  certificate  will  be  recognized  during 
his  term  of  office. 

Declarations  and  other  papers  of  claimants  residing  in  foreign 
countries  may  be  made  before  a  United  States  minister  or  consul  or 
other  consular  officer,  or  before  some  officer  of  the  country  duly  au- 
thorized to  administer  oaths  for  general  purposes,  whose  official  char- 
acter and  signature  shall  be  duly  authenticated  by  the  certificate  of 
a  United  Stetes  minister  or  consul  or  other  consular  officer. 

The  officer  before  whom  a  declaration  or  affidavit  is  executed  must 
certify  in  his  own  handwriting  as  te  his  knowledge  of  the  credibility 
of  the  witnesses,  and  must  state  how  such  knowledge  was  obtainedf. 
If  they  sign  by  mark,  he  must  certify  that  the  contents  of  their  dep- 
ositions were  fully  made  known  to  them  before  he  administered  the 
oath. 

Affidavits  should  be  free  from  interlineations  and  erasures.  When 
an  alteration  is  made  in  an  affidavit  or  an  addition  is  made  thereto,  it 
must  appear  by  the  certificate  of  the  officer  who  administered  the 
oath  that  such  alteration  or  addition  was  made  with  the  knowledge 
and  consent  of  the  affiant  before  the  oath  was  administered. 

The  official  certificates  of  judicial  officers  using  a  seal,  or  of  com- 
missioned officers  of  the  Army  or  Navy  in  actual  service,  will  be 
accepted  without  affidavit;  but  all  other  witnesses  must  testify  under 

OBitii. 

A  declaration  executed  before  an  officer  who  is  claimant's  attorney 
is  accepted  by  the  Bureau  as  good  and  valid,  but  under  the  practice 
such  magisterial  act  vacates  any  rights  which  may  be  conferred  on 
him  in  the  power  of  attorney  therein  embodied. 

Evidence  verified  before  an  officer  who  is  claimant's  attorney  or 
before  any  person  who  has  a  manifest  interest  therein  can  not  be 
considered.  It  is  held  by  the  Department,  however,  that  evidence  so 
executed,  wherein  the  certificate  of  such  officer  contiEiins  a  clause  set- 
ting forth  that "  he  is  in  no  wise  interested  in  the  claim  nor  concerned 
in  its  prosecution,"  is  good  and  valid,  but  the  rights  such  officer  may 
have  had  as  attorney  in  the  case  are  thereby  abandoned. 
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When  several  minors,  or  brothers  and  sisters,  are  entitled  to  the 
same  gratuity,  the  declaration  may  be  made  by  any  one  of  them  in 
behalf  of  all,  for  which  authority  m  legal  form  must  be  given  by  the 
other  children,  dulv  executed  and  witnessed,  and  filed  in  this  Bureau. 

The  warrant  will  be  issued  to  all  jointly. 

A  blank  form  for  declaration  will  be  furnished  upon  request  of  any 
person  desiring  to  apply  for  a  warrant,  but  will  not  be  furnished  to 
attorneys  and  claim  agents. 

2.  Service. — Service,  to  give  title  to  bounty  land,  must  have  been 
for  at  least  fourteen  days  or  in  a  battle  prior  to  March  3,  1855;  and, 
if  in  the  Navy  or  Regular  Army,  must  have  been  in  some  war  in 
which  the  United  States  Government  was  engaged. 

In  no  case  will  parol  evidence  be  admitted  to  vary  or  discredit  the 
leng^th  of  any  service  shown  by  the  rolls.  (See  also  section  2431, 
Revised  Statutes.) 

The  substitute  who  performed  the  service  is  the  person  entitled  to 
bounty  land,  but  when  the  drafted  soldier  served  the  requisite  period 
to  give  title  to  bounty  land  and  then  furnished  a  substitute,  both 
would  be  entitled  for  their  respective  terms  of  actual  service. 

3.  Evidence  of  identity, — In  all  cases  the  identity  of  the  claimant 
as  the  soldier  or  the  heir  of  the  soldier  who  renderea  the  service  must 
be  shown  by  the  best  obtainable  evidence. 

4.  Evidence  in  xcidows^  claims. — Claims  by  widows  must  be  sup- 
ported by  satisfactory  proof  of  the  marriage  of  the  claimant  to  the 
soldier  on  account  of  whose  service  her  claim  is  made,  of  his  death, 
and  of  widowhood  at  the  time  of  making  application,  i.  e.,  unmarried. 

Marriage. — ^The  marriage  of  the  applicant  to  the  person  on  account 
of  whose  service  and  death  the  claim  is  made  shoula  be  shown — 

1)  By  a  duly  verified  copy  of  a  church  or  other  public  record;  or 

2)  By  the  affidavit  of  the  clergj^man  or  magistrate  who  offici- 
ated; or 

(3)  By  the  testimony  of  two  or  more  eyewitnesses  to  the  ceremony; 
or  « 

(4)  By  a  duly  verified  copy  of  the  church  record  of  baptism  of  the 
children;  or 

(5)  By  the  testimony  of  two  or  more  witnesses  who  know  that  the 

[)arties  lived  together  as  husband  and  wife,  and  who  will  state  how 
ong,  within  their  knowledge,  such  cohabitation  continued. 

Wherever  it  is  indicated  above  that  a  fact  may  be  proved  by  more 
than  one  kind  of  evidence,  the  classes  of  evidence  are  named  in  the 
order  of  their  value.  Evidence  of  a  lower  class  will  not  be  accepted 
unless  it  be  shown  that  none  of  a  higher  class  can  be  obtained.  Copies 
of  records  should  be  attested  by  the  officer  having  custody  thereof; 
and  if  he  has  no  seal  by  which  to  authenticate  nis  signature,  the 
attestation  should  be  under  oath. 

Widowhood  of  the  claimant  at  the  time  of  making  application  must 
be  shown  by  the  testimony  of  credible  witnesses  who  nave  personal 
knowledge  of  the  fact. 

5.  Evulence  in  minors^  clahns. — ^In  addition  to  proof  required  in 
widows'  claims,  applications  in  behalf  of  minors  must  be  supported  by 
proof  that  they  are  the  legitimate  children  of  the  soldier  on  account  of 
whose  service  the  claim  is  made;  that  the  widow  is  dead,  and  that 
they  are  the  only  surviving  children  of  the  soldier  who  were  under 
21  years  of  age  on  the  3d  day  of  March,  1855. 


[. 
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To  establish  the  legitimacy  of  the  children  the  marriage  of  the 
mother  to  the  soldier  and  the  births  of  the  children  must  be  proved. 

The  dates  of  birth  of  children  should  be  proved:  (1)  By  a  duly 
verified  copy  of  the  church  record  of  baptism  or  public  record;  (2) 
by  the  affidavit  of  the  physician  who  attended  the  mother;  or  (3)  by 
the  testimony  of  persons  who  were  present  at  the  births,  who  should 
state  how  they  are  able  to  testify  to  the  precise  dates. 

6.  Evidence  in  claims  of  fathers,  mothers,  brothers,  and  sisters. — In 
a  claim  by  a  father,  mother,  or  brothers  and  sisters,  the  relationship 
must  be  clearly  proved,  and  the  death  of  all  persons  who  would,  under 
the  law,  have  a  prior  title  to  the  bounty  land. 

7.  Evidence  to  complete  claims  of  deceased  persons. — In  completing 
the  claim  of  a  deceased  person  leaving  no  successor  to  whom  the  title 
would  descend  under  the  bounty-land  laws,  the  legal  representatives 
must  furnish  proof  of  the  death  of  the  claimant;  and  if  he  died  intes- 
tate, proof  of  heirship  will  be  required,  which  proof  must  show  the 
name,  age,  and  post-office  addrCvSs  of  each  of  his  heirs  at  law  and 
their  relationship  to  the  deceased;  and  where  a  will  is  left  a  duly 
certified  copy  of  it,  with  letters  of  probate,  must  be  presented;  and 
in  either  case  full  authority  must  be  given  by  the  heirs  or  devisees,  if 
adults,  or  by  their  guardians,  if  minors,  for  the  delivery  of  the  war- 
rant to  some  designated  person.  If  an  executor  has  been  designated 
by  will,  the  claim  should  be  completed  by  him.  If  there  be  no  execu- 
tor, a  duly  appointed  administrator  of  the  estate  of  the  deceased  may 
be  recognized  to  complete  the  claim. 

8.  Duplicate  warrants,  rules  governing  issue  of. — First.  Whenever 
a  warrant  has  failed  to  reach  the  hands  of  the  party  entitled  to 
receive  it  and  to  whom  it  was  sent,  or  has  been  lost  or  destroyed  after 
having  been  received,  in  order  to  prevent  the  issuing  of  a  patent  to  a 
fraudulent  holder  of  the  same  the  actual  owner  must  at  once  file  in 
the  General  Land  Office  a  caveat  in  the  form  of  an  affidavit,  duly 
authenticated^  setting  forth  the  nature  of  his  title  to  the  warrant 
and  the  particulars  as  to  its  loss  (or  destruction),  and  giving  his 
post-office  address;  and  these  fatJks  must  be  established  by  satisfac- 
tory evidence  filed  in  the  Bureau  of  Pensions. 

Second.  He  must  give  public  notice  of  the  facts  in  the  case  at  least 
once  a  week  for  six  successive  weeks  in  some  newspaper  of  general 
circulation  published  at  or  nearest  the  place  to  which  the  warrant 
was  directed,  or  where  the  loss  occurred.  In  such  publication  (a 
copy  of  which  must  be  furnished  to  the  Bureau  of  Pensions  with  the 
affidavit  of  the  publisher  as  to  its  due  appearance)  the  intention  must 
also  be  expressed  of  applying  to  the  Commissioner  of  Pensions  for  a 
reissue  of  the  lost  warrant,  which  must  be  minutely  described.  (See 
form  of  advertisement,  p.  45.) 

Third.  The  filing  of  the  caveat  in  the  General  Land  Office  and  the 
advertisement  of  the  loss  being  only  preliminary  steps  toward  the 
observance  of  the  regulations,  the  owner  of  the  lost  warrant  must 
file  in  the  Bureau  of  Pensions,  as  soon  after  the  discovery  of  the  loss 
as  practicable,  his  declaration,  under  oath,  duly  authenticated  (as 
indicated  under  "Applications  or  declarations,''  p.  35,  second  par- 
agraph), setting  forth  fully  and  distinctly  the  time,  place,  and  cir- 
cumstances of  the  loss,  and  that  he  never  sold,  assigned,  nor  volun- 
tarily parted  with  his  right  to  the  warrant  in  question. 

Fourth.  In  cases  where  a  reissue  of  a  warrant  is  sought  on  the 
ground  of  the  nonreception  of  the  original  warranty  iVv^  ^%<£^\*  ^x 
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person  to  whom  it  was  sent  must  unite  with  the  warrantee  or  make 
a  separate  affidavit  as  to  its  nonreception. 

Fifth.  If  the  applicant  for  the  reissue  is  not  the  person  to  whom 
the  warrant  was  issued,  but  claims  to  be  the  owner  thereof  by  pur- 
chase for  a  valuable  consideration,  he  must  give  the  name  and  resi- 
dence of  the  warrantee,  the  name  and  residence  of  the  person  of  whom 
he  bought  it,  and,  as  far  as  he  may  know  or  can  ascertain,  the  names 
and  residences  of  each  of  the  several  parties  through  whom  the  title 
of  the  warrant  descended  to  him  from  the  warrantee,  and  adduce 
satisfactory  evidence  in  proof  of  each  and  all  his  statements  in  ref- 
erence thereto. 

Sixth.  The  identity  of  the  applicant  must  be  satisfactorily  estab- 
lished, and  the  credibility  of  each  and  every  affiant  must  oe  duly 
certified  by  the  magistrate  administering  the  oaths,  and  his  official 
character  and  signature  must  be  duly  authenticated,  as  indicated 
under  "Applications  or  declarations,"  page  35,  second  paragraph. 
No  warrant  will  be  reissued  under  the  roregoing  act  until  after  the 
expiration  of  three  months  from  the  date  of  the  filing  of  the  petition 
in  the  Bureau  of  Pensions,  and  not  then  if  it  shall  appear  that  the 
original  warrant  is  in  existence. 

The  foregoing  regulations  will  be  strictly  enforced  in  every  in- 
stance. 

9.  Evidence^  character  of. — Every  fact  required  to  be  proved  should 
be  shown  by  the  best  evidence  obtainable. 

10.  Evidence  from  prior  claims  or  records. — Any  evidence  already 
on  file  in  this  or  any  other  bureau  of  the  Government  may  be  made 
available  in  a  claim  for  bounty  land  if  a  particular  and  aefinite  de- 
scription of  the  matter  in  which  it  has  already  been  used  be  furnished 
this  office. 

11.  Recorils^  information  from. — Information  will  not  be  furnished 
from  the  records  relative  to  service  in  cases  where  a  title  to  bounty 
land  is  supposed  to  exist.  The  law  will  be  explained,  upon  inquiry, 
but  no  opinion  can  be  given  as  to  title  of  individuals  to  bounty  land 
until  their  claims  are  properly  befllte  this  Bureau. 

Parties  in  making  application  for  land  warrants  should  state  as 
fully  as  possible  all  the  facts  known  to  them  relative  to  the  soldier's 
service,  give  his  personal  description,  and  places  of  residence  at  the 
time  of  the  service  and  since ;  the  Bureau  will  then  apply  any  evidence 
found  in  any  Department  of  the  Government  to  the  settlement  of  the 
claim. 

12.  Witnesses. — Witnesses  should  not  merely  confirm  the  statements 
of  other  parties,  but  should  give  a  detailed  statement  of  the  facts 
known  to  them  in  regard  to  the  matter  concerning  which  they  may 
testify,  and  should  state  how  they  obtained  a  knowledge  of  such  facts. 

Witnesses  testifying  to  facts  required  to  be  proved  in  the  prosecu- 
tion of  a  claim  for  bounty  land  should,  if  possible,  be  other  than  near 
relatives  of  the  claimant. 

Every  witness  should  state  whether  he  has  any  interest,  direct  or 
indirect,  in  the  prosecution  of  the  claim  in  which  he  may  be  called  to 
testify,  and  should  state  his  age. 

The  residence  and  post-office  address  of  each  witness  should  be  given 
in  his  (or  her)  affidavit,  and  this  Bureau  should  be  promptly  notified 
of  any  change  of  residence  of  an  applicant  while  claim  is  pending. 
Street  and  number  should  be  given  if  the  residence  is  in  a  city. 
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13.  Inquiries  and  addition^  evidence. — All  inquiries  addressed  to 
this  Bureau  and  all  additional  evidence  filed  should  be  accompanied 
with  a  description  of  the  claim  to  which  it  relates,  viz,  the  number  of 
the  claim,  the  name,  residence,  and  post-office  address  of  the  claimant, 
and  the  name  of  the  soldier  on  account  of  whose  services  the  claim  is 
made,  with  his  company,  regiment,  and  the  State  from  which  he  is 
enlisted. 

14.  Aasign/nient  and  location  of  warrants. — Inquiries  relative  to  the 
asignment  and  location  of  bounty-land  warrants  should  be  addressed 
to  the  CJommissioner  of  the  General  Land  Office,  and  also  all  com- 
munications in  regard  to  homestead  lands  for  service  during  the  late 
rebellion. 

15.  Bounty  in  money, — Communications  in  regard  to  back  pay, 
extra  pay,  and  bounty  in  money,  for  army  service,  should  be  addressed 
to  the  Auditor  for  the  War  Department,  and  for  extra  pay,  prize 
money,  etc.,  for  naval  service,  to  the  Auditor  for  the  Navy  Depart- 
ment, United  States  Treasury  Department. 

16.  Copies  or  originals  of  papers. — Neither  the  original  nor  a  copy 
of  any  essential  paper,  except  the  soldier's  certificate  of  discharge 
from  the  United  States  service,  filed  in  a  claim  before  this  Bureau, 
will  be  furnished  except  upon  the  call  of  an  officer  of  the  Government 
or  of  a  court  in  which  it  is  required  for  litigation  not  against  the 
General  Government. 

17.  Discharge  certificates^  copies  of. — Certified  copies  of  original 
discharge  certificates  will  be  furnished  upon  the  application  of  the 
soldier  himself  or  his  widow  or  descendants.  Said  application  should 
be  made  in  the  form  of  an  affidavit,  setting  forth  a  full  description  of 
the  soldier,  viz,  his  age  at  time  of  enlistment;  his  occupation,  birth- 

Slace,  height,  color  of  hair,  eyes,  and  complexion;  and  giving  the 
ate  and  place  of  his  enlistment  or  muster  into  service,  and  the  date 
and  place  of  his  discharge. 

BLAHE  FOBMS  FOB  DECLARATIONS  FOB  BOUNTY  LAND. 

(3—039.] 
CLAIM  OF  SOLDIES  FOS  BOTrNTY  LAND. 

[Service  to  give  title  to  bounty  land  must  have  been  rendered  In  some  war  In  which  the 

United  States  were  engaged  prior  to  March  8,  1855.] 

State  of ,  County  of ,  ««: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and ,  per- 
sonally appeared  berore  me,  a within  and  for  the  county  and 

State  aforesaid,  ,  who,  being  duly  sworn  according  to  law,  de- 
clares that  he  is years  of  age,  and  a  resident  of ,  county  of , 

State  of ,  and  that  be  is  the  identical  person  who  served  under  the  name 

of  as  a  in  Captain  company,  Col- 
onel   regiment  of ;  that  he  entered  said  organization  at 

on  or  about  the day  of ,  18—,  and  was  honorably  dis- 
charged at on  or  about  the day  of ,  18—,  having  served  a 

period  of  fourteen  days  or  more  in  the  war  with 

That  he  also  served [Malce  a  full  statement  of  all  other  service,  if 

any.] 

That  he  was employed  in  the  military  or  naval  service  of  the  United 

States  otherwise  than  as  stated  above. 

That  his  personal  description  at  date  of  first  enlistment  was  as  follows: 

Height, ;  complexion, ;  color  of  eyes, ;  color  of  hair, ; 

that  his  occupation  was ;  that  he  was  born ,  18—,  at 

That  his  several  places  of  residence  since  leaving  the  service  have  been  as 
follows: [State  date  of  each  change,  as  nearly  aa  i>(M!&Vb\fe.\ 
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That  he  Is married ;  that  the  maiden  name  of  his  wife,  to  whom  he  was 

married  at ,  on  the day  of ,  18-_,  was ;  that  she 

is [if  dead,  state  date  of  death] ;  that  he  was  previously  married  to 

,  who [died  or  was  divorced]  at on  the day 

of ,  1__. 

That  he  malces  this  declaration  for  the  purpose  of  obtaining  such  bounty  land 
as  he  may  he  entitled  to  receive  under  the  laws  of  the  United  States. 

That  he  has heretofore  applied  for  bounty  land;  that  he  has — 

applied  for  pension.     [Describe  prior  claim,  if  any.] 

That  his  post-office  address  is ,  county  of ,  State  of * 


r  Claimant'!  aignature.] 
Attest: 

(1) 

(2)   

Also  personally  appeared ,  residing  at and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  that  they  were  present  and  saw 

,  the  claimant,  sign  his  name  (or  make  his  mark)  to  the  foregoing 

declaration ;  that  they  have  every  reason  to  believe,  from  the  appearance  of  said 

claimant  and  their  acquaintance  with  him  of years  and years, 

respectively,  that  he  is  the  identical  person  he  represents  himself  to  be;  and 
that  they  have  no  interest  in  the  prosecution  of  this  claim. 


[Signature  of  witn^aes.] 

Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190__ ;  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully 
made  known  and  explained  to  the  applicant  and  witnesses  before  swearing, 

including  the  words ,  erased,  and  the  words ,  added; 

and  that  I  have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L.  s.]  

[Signature.] 


[Official  character.] 

To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  its  seal,  a 
notarj  public,  Justice  of  the  peace,  or  other  officer  authorized  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  bv  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  bv  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  in  the  Bureau 
of  I'ensioos  for  general  reference. 

Testimony  in  support  of  allegations  mode  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  inter- 
est, direct  or  indirect,  in  the  prosecution  of  the  claim. 


[3—034.] 
B.  CLAIM  OP  WIDOW  FOS  BOUNTY  LAND. 

[N.  B. — All  the  blank  spaces  in  this  form  must  be  carefully  filled  up  in  accordance  with 
the  instructions  on  the  back  hereof,  and  from  the  best  information  possessed,  or  ob- 
tainable, by  the  applicant.] 

State  of ,  County  of ,  88  : 

On  this day  of ,  A.  D.  one  thousand  eight  hundred  and  eighty- , 

X>ersonally  appeare'l  before  me, ,  a within  and  for  the  county 

and  State  aforesaid,^ ,  aged years,  a  resident  of ,  in  the 

State  of ,  who,  being  duly  sworn  according  to  law,  declares  that  she  is  the 

widow  of* ,  deceaseil,  who  was  the  identical* ,  who 

served,  under  the  name  of* ,  as  a" in  the  company  com- 
manded by  Captain ,  in  the regiment  of ,  commanded 

by ,  in  tbe  war  of' ;  that  her  said  husband* at , 

on  or  about  the day  of ,  A.  D. ,  for  the  term  of ,  and 

continued  in  actual  service  in  said  war  for  the  term  of* ,  and  whose 

services  terminated,  by  reason  of ,  at ,  on  the day  of , 

A.  I). Slie  further  states  that  the  following  is  a  full  description  of  her 

said  husband  at  the  time  of  his  enlistment,  viz :  " She  farther 

states  that  she  was  married  to  the  said at  the  city  (or  town)  of 

,  in  the  county  of ,  and  in  the  State  of ,  on  the day  of 

.  A.  D. ,  by  one" ,  who  was  a" ;  and  that  »»er 

name  before  her  said  marriage  was ;  and  she  further  states  that  ^^ 
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,  and  that  her  said  husband** ,  died  at .  In  the 

State  of ,  on  the day  of ,  A.  D. ;  and  she  further  de- 
clares that  the  following  have  been  the  places  of  residence  of  herself  and  her 

said  husband  since  the  date  of  his  discharge  from  the  Army,  viz :  " 

She  makes  this  declaration  for  the  purpose  of  obtaining  the  bounty  land  (or 
the  additional  bounty  land)  to  which  she  may  be  entitled  under  the  act  ap- 
proved March  3,  1855,  and  hereby  appoints ,  of ,  her  true  and 

lawful  attorney,  to  prosecute  her  claim ;  and  she  further  declares  that  she  has 

heretofore  made application  for** ,  and  that  her  residence 

is  No. , street,  city  (or  town)  of ,  county  of ,  State  of 

,  and  that  her  post-office  address  is 


Attest: 


Also,  personally  apeared ,  aged  _- years,  residing  at  No. , 

street,  in ,  and .  nged years,  residing  at  No. 

, street,  in ,  pereons  whom  I  certify  to  be  respectable  and  en- 
titled to  credit,  and  who,  being  by  me  duly  sworn,  say  that  they  have  Icnown 

the  said for years  and  for years,  respectively;  that 

they  were  present  and  saw  her  sign  her  name  (or  malce  her  mark)  to  the  fore- 
going declaration ;  that  they  have  every  reason  to  l)elieve,  from  the  appearance 
of  said  claimant  and  their  acquaintance  with  her,  that  she  is  the  identical  per- 
son she  represents  herself  to  be;  and  they  further  say  that  they  are  able  to 

identify  her  as  the  person  who  was  the  wife  of  the  identical " ,  who 

rendered  the  service  alleged  in  the  above  application  (in  the  company  of  Captain 
.,  in  the  regiment  of ,  in  the  war  of _),  by  the  following- 
named  facts  and  circumstances,  viz:" ,  and  that  they  have  no 

interest  in  the  prosecution  of  this  claim. 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  188— ;  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  &c.,  were  fully  made 
known  and  explained  to  the  applicant  and  witnesses  before  swearing,  including 

the  words ,  erased,  and  the  words ,  added;  and  that 

I  have  no  interest,  direct  or  indirect.  In  the  prosecution  of  this  claim. 

[L.  8.]  


[Official  character.] 
NOTES. 
'Here  give  full  name  of  applicant. 
'  Here  give  full  name  of  solaier. 

■  Here  give  again  the  name  of  soldier. 

*  Here  give  the  name  under  which  the  soldier  served. 

■  Here  give  the  rank  under  which  the  soldier  served. 

•  Here  give  the  war  in  which  the  service  was  rendered. 

*  Here  state  "  enlisted,"  "  volunteered,"  or  **  was  drafted,"  as  the  case  may  he. 

■  Here  state  the  numher  of  days  or  months  of  service  rendered  hy  the  soldier,  fourteen 
days  being  the  shortest  period  for  which  bounty  land  is  by  law  allowed,  unless  the  soldier 
was  actually  engaged  in  a  battle.  If  the  claim  Is  made  for  battle  service,  or  for  service 
at  Plattsburgh  in  1814,  or  for  services  at  the  battle  of  NIckoJack,  or  for  services  at  the 
battle  of  Lewlstown  In  the  war  of  1812,  the  blank  should  be  so  varied  as  to  allege  such 
service  in  addition  to  the  allegation  of  term  of  service. 

•  Here  insert  the  words  "  an  honorable  discharge."  or  "  death,"  as  the  case  may  be. 

><  Here  let  a  full  description  of  soldier  follow,  giving  age,  occupation,  birthplace,  height, 
color  of  hair,  eyes,  and  complexion,  and  any  other  particulars  as  to  description. 

"  Here  give  the  name  of  the  person  who  performed  the  marriage  ceremony. 

"  Here  state  the  official  character  of  the  person  who  performed  the  ceremony ;  1.  e., 
whether  a  minister  of  the  gospel  or  a  Justice  of  the  peace,  *c. 

>*  Here  state  whether  the  claimant  or  her  husband  (the  soldier)  had  been  previously 
married ;  and  if  either  had,  the  name  of  the  former  husband  or  wife  should  be  stated ; 
and  the  date  and  place  of  the  deuth  of,  or  divorce  from,  the  former  consort  should  be 
Allesred 

i«  Here  Insert  the  name  of  the  husband  on  account  of  whose  service  and  death  the  claim 
is  made. 

^  Here  state  all  the  places  of  residence ;  if  in  a  city,  giving  the  street  and  number,  and 
from  and  to  what  dates  he  resided  at  each  place. 

^  If  any  application  for  bounty  land  or  pension  has  previously  been  made,  state  the  fact 
here,  giving  the  date  and  number  if  possible,  and  the  act  of  Congress  under  which  the 
claim  was  made ;  and  designating  whether  it  was  a  claim  for  bounty  land  or  pension,  and 
whether  a  warrant  for  the  land  or  certificate  for  the  pension  was  ever  issued. 

>7  Here  insert  the  name  of  the  soldier. 

^  Here  name  all  the  facts  and  circumstances  which  enable  the  witnesses  to  swear,  from 
a  personal  knowledge,  that  the  claimant  is  the  widow  of  the  identical  person  who  rendered 
the  service  alleged  in  the  claim. 

All  services  rendered  hy  the  soldier  in  the  war  for  which  claim  is  maLd<&.  ox  Va  «aii  ^'C&wt 
war,  with  the  names  of  officers  in  each  service,  must  \)e  g\Nen  Vn  \.\i«  «lvV>^^^^^^^* 
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CLAIX  BY  XINOR  CHILDREN  FOR  BOTTNTT  LAND. 

[N.  B. — I>eclaration8  for  bounty  land  may  be  executed  before  any  officer  aothorlxed  to 
administer  oaths  for  general  purpoBes.  All  the  blank  spaces  In  this  form  must  be  care- 
fully filled  up  In  accordance  with  the  instructions  on  the  back  hereof,  and  from  the 
best  information  possessed  or  obtainable  by  the  applicant.  Children  who  are  minors  at 
the  time  of  making  the  application  should  be  represented  by  a  legal  guardian.] 

8TATE  OF ,  County  of ,  88: 

On  this day  of ,  A.  D.,  one  thousand  eight  hundred  and , 

personally  appeared  before  me, ,  a within  and  for  the  county 

and  State  aforesaid,    (*)    ,  residents  of ,  aged  respectively 

^ years,  who,  being  duly  sworn  according  to  law,  make  the  following  decla- 
ration in  order  to  obtain  the  bounty  land  provided  by  acts  of  Congress  for  minor 

children:  That  they  are  the  legitimate  children  of  (*)  ,  who  was 

the  identical  (*) who  served  under  the  name  of  (*) as 

a  (■) in  the  company  commanded  by  Captain ,  in  the 

regiment  of ,  commanded  by ,  in  the  war  of  (•) ,  and 

that  he  (•) at ,  on  or  about  the day  of ,  A.  D.,  18-_, 

for  the  term  of  (•) ,  and  continued  In  actual  service  in  said  war 

for  the  term  of  (') ,  and  whose  services  terminated,  by  reason  of 

(■) ,  at ,  on  the day  of ,  A.  D.,  18 They  further 

state  that  the  following  is  a  full  description  of  said  soldier  at  the  time  of  his 

enlistment,  viz:   (•)  They  further  state  that  their  father  (the 

said  soldier)  died  at .  in  the  county  of and  State  of ,  on  the 

day  of ,  A.  D.,  18--;  that  he  left widow  surviving  him 

(*•) ;  that  the  above  named  are  the  only  surviving  legitimate  children  by 

any  marriage  of  said  (*) who  were  under  21  years  of  age  on  the 

3d  of  March,  1855,  the  dates  of  their  birth  being  as  follows,  viz : 

of  soldier  by  (") ,  born ,  18—,  at  {^) 

of  soldier  by ,  born ,  18__,  at 

of  soldier  by ,  born ,  18__,  at 

of  soldier  by ,  born ,  18—,  at 

of  soldier  by ,  born ,  18—,  at 

They  further  state  that  their  father,  the  said  soldier,  was  married  under  the 

name  of ,  at ,  county  of ,  State  of ,  on  the 

day  of ,  A.  D.,  18_-.  to  (") ,  and  tliat  prior  to  said  marriage 

(") ;  that  they,  the  said  children,  did  not  aid  or  abet  the  rebellion. 

either  directly  or  indirectly ;  that  they  make  this  declaration  for  the  purpose  of 
obtaining  the  bounty  land  (or  the  additional  bounty  land)  to  which  they  may  be 
entitled  under  the  act  approved  March  ^,  1865;  and  that  they  have  hereto- 
fore made application  for   (") ,  and  they  hereby  appoint 

,  of ,  their  true  and  lawful  attorney  to  prosecute 

claim;  and  they  further  declare  that  the  following  have  been  the  places  of 
residence  of  the  said  soldier,  his  wife  (the  mother  of  these  claimants),  and  of 
said  claimants  from  the  date  of  the  soldier's  discharge  from  the  Army  to  the 

present    time,    viz:    (")    ;    that    their    resi>ective   residences    are 

,  and  that  their  several  post-office  addresses  are 


Attest : 


Also  ijersonally  api)eared ,  aged years,  residing  at  No. 

street.  In ,  and ,  aged years,  residing  at  No. 

street,  in ,  persons  whom  I  certify  to  be  respectable  and  entitled 

to  credit,  and  who,  being  by  me  duly  sworn,  say  that  they  were  present  and 
saw ,  the  claimants,  sign  their  names  (or  make  their  marks)  to  the  fore- 
going declaration,  and  they  have  known  the  said  claimants  for years  and 

for years  respectively;  and  that  they  have  every  reason  to  believe,  from 

the  appearance  of  said  claimants  and  their  acquaintance  with  them,  that  they 

were  the  minor  children  on  March  3,  1855,  of  the  identical   (■)   

who  rendered  the  service  alleged  in  the  above  application  (in  the  company  of 
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Captain ,  In  the regiment  of ,  in  the  war  of ) ; 

and  they  further  declare  that  they  are  able  to  so  swear  as  to  the  identity  of  the 

said  children  from  the  following  facts  and  circumstances  viz :  (") ; 

and  they  have  no  interest  in  the  prosecution  of  this  claim. 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  18— ;  and  I 

hereby  certify  that  the  contents  of  the  above  declaration,  &c.,  were  fully  made 
known  and  explained  to  the  applicants  and  witnesses  before  swearing,  Includ- 
ing the  words ,  erased,  and  the  words ,  added,  and 

tliat  I  have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 


[Official  character.] 

NOTES. 

^  Here  give  fall  name  of  applicants. 

*GlTe  full  name  of  soldier  in  each  of  the  places  marked  ('). 

■  Here  give  rank  of  soldier. 

*  Here  state  the  war  in  which  soldier  served. 

» Here  Insert  the  word  **  enlisted,"  **  volunteered,"  or  "  was  drafted,"  as  the  case 
may  be. 

*  Here  state  the  length  of  time  for  which  soldier  enlisted. 

*  Here  state  the  number  of  days  or  months  of  service  rendered  by  the  soldier ;  fourteen 
days  being  the  shortest  period  for  which  bounty  land  is  bv  law  allowed,  unless  the 
soldier  was  actually  engaged  in  a  battle.  If  the  claim  Is  made  for  battle  service,  or  for 
service  at  Plattsbnrgh  in  1814,  or  for  service  at  the  battle  of  Nickolack,  or  for  service 
at  the  battle  of  Jjewlstown  In  the  war  of  1812,  the  blank  should  be  so  varied  as  to 
allege  such  service  in  addition  to  the  allegation  of  term  of  service. 

*  Here  insert  the  words  "  an  honorable  discharge,*'  or  *'  death."  as  the  case  may  be. 

*  Here  let  a  full  description  of  soldier  follow,  giving  age,  occupation,  birthplace, 
height,  color  of  hair,  eyes,  and  complexion,  and  any  other  particulars  as  to  description. 

w  If  a  soldier  left  a  widow,  here  state  whether  she  has  died ;  and  if  so,  when. 

u  Here  give  the  maiden  name  of  mother. 

"  Place  of  birth  should  always  be  given. 

"  Here  give  full  maiden  name  of  last  wife  of  soldier. 

^*  Here  state  whether  the  soldier,  or  the  mother,  had  been  previously  married :  and  if 
either  had,  the  name  of  the  former  wife  or  husband  should  be  stated ;  and  the  date  and 
place  of  the  death  of  or  divorce  from  the  former  consort  should  be  alleged. 

"  If  any  application  for  bounty  land  or  pension  has  prevlouslv  been  made,  state  the 
fact  here,  giving  the  date,  and  number  if  possible,  and  the  act  of  Congress  under  which 
the  claim  was  made,  and  designating  whetoer  it  was  a  claim  for  bounty  land  or  pension, 
and  whether  a  warrant  for  the  land  or  certificate  for  the  pension  was  ever  Issued. 

1*  Here  state  all  the  places  of  residence  of  the  soldier  while  he  lived  after  his  dis- 
charge, and  all  the  places  of  residence  of  the  widow  while  she  lived  after  the  soldIer*s 
death,  and  all  the  places  of  residence  of  the  minors  after  the  death  of  both  parents,  stating 
from  and  to  what  dates  the  residence  was  at  each  place. 

>^  Here  name  all  the  facts  and  circumstances  which  enable  the  witnesses  to  swear, 
from  a  personal  knowledge,  that  the  minors  for  whom  the  claim  is  made  are  the 
children  of  the  identical  soldier  who  rendered  the  service  alleged  in  the  application. 

All  services  rendered  by  the  soldier  in  the  war  for  which  claim  is  made,  or  in  any 
other  war,  with  the  names  of  officers  in  each  service,  must  be  given  in  the  application. 

If  the  claimants  are  not  all  residents  of  the  same  section  of  the  country,  they  can 
make  separate  applications,  each  using  this  form,  and  naming  all  the  other  minor 
children,  giving  their  residences.  Or.  they  may  authorize  one  of  their  number  to  make 
application  on  behalf  of  all ;  such  authority  must  be  in  legal  form,  duly  executed  and 
witnessed,  and  filed  in  this  Office. 


[3—036.] 


APPUCATIOV  FOB  BEI88UB   OF  BOUKTT  LAKD  WABBAHT  TJKDBB  THB  FBOYI- 
8I0H8  OF  8ECTI0B8  2441  AHD  2442,  BEYUBD  8TATUTE8. 

[N.  B. — This  application  must  be  executed  before  an  officer  authorised  to  administer  oatlis 

for  general  purposes.] 

State  of ,  County  of ,  88 : 

On  this day  of ,  A.  D. ,  before  me, ,  a 

within  and  for  the  county  and  State  aforesaid,  personally  appeared , 

aged years,  a  resident  of ,  in  the  county  of ,  in  the 

State  of ,  who,  being  duly  sworn  according  to  law,  declares  that  be  is 

the  owner  of  bounty  land  warrant  No.* for* acres,  which  was 

issued  on  the day  of ,  A.  D. ,  in  the  name  of* , 

who  served  as  a  member  of* in  the  war  of* ;  that  this  affiant 
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became  the  owner  of  said  warrant  • ,  which  warrant' ; 

that  ..he  has  not  sold,  assigned,  or  voluntarily  parted  with  h —  right  to  the 

same;  that he  hereby  makes  application  for  a  duplicate  warrant,  under  the 

provisions  of  sections  2441  and  2442,  Revised  Statutes;  and  that  —he  hereby 
appoints ,  of  — -  ,  h__  true  and  lawful  attorney  to  prose- 
cute h_-  claim.    H__  post-office  address  is 


[Signature  of  applicant.] 
Attest : 


[If  applicant  signs  by  mark, 
two  persons  who  write 
mast  sign  here.] 


Also  personally  appeared ,  aged years,  residing  at  No. , 

street,  in ,  and ,  aged years,  residing  at  No. , 

street,  in ,  persons  whom  I  certify  to  be  respectable  and  entitled 

to  credit,  and  who,  being  by  me  duly  sworn,  say  that  they  have  known  the  said 

for years  and years  respectively;  that  they  were  present 

and  saw  h—  sign  h—  name  (or  make  h—  mark)  to  the  foregoing  application; 
that  they  have  every  reason  to  believe,  from  the  appearance  and  statements  of 
said  applicant  and  their  acquaintance  with  h—  that he  is  the  Identical  per- 
son —he  represents  h..8elf  to  be;  and  that  they  have  no  interest  In  the  proaecu- 
lion  of  this  claim. 

(1) 

(2) 

[Signatures  of  identifying  witnesses.] 
Attest : 


[If  either  witness  sig^ns  by 
mark,  two  persons  who 
write  must  sTg^n  here.] 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D. ;  and 

I  hereby  certify  that  the  contents  of  the  above  application,  &c.  were  fully. made 
known  and  explained  to  the  applicant  and  witnesses  before  swearing,  including 

the  words erased,  and  the  words added;  and  that  I 

have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L.  B.]  

[Official  character.] 

DIRECTIONS  FOR  FILLING  THE  BLANK. 

^  Here  give  the  number  of  the  warrant. 

*  Here  gire  the  number  of  acreB  of  land  for  which  the  warrant  called. 

*  Here  give  the  name  of  the  person  to  whom  the  warrant  was  issued ;  and  if  the  war- 
rant was  Issued  to  the  widow  or  other  heir  of  the  soldier,  the  name  of  the  warrantee 
should  be  followed  by  a  statement  of  the  relationship  and  the  name  of  the  soldier ;  as, 
for  instance,  "  widow  of  John  Smith." 

*  Here  give  the  name  of  the  company  and  regiment  in  which,  or,  if  in  the  Navy,  the 
name  of  the  vessel  on  which,  the  service  was  rendered. 

■^  Here  state  the  war  In  which  the  service  was  rendered. 

*  Here  state  how  the  applicant  became  the  owner  of  the  warrant,  vl«,  "  as  the  war- 
rantee to  whom  said  warrant  was  originally  Issued,"  or  **  by  purchase.**  giving  the  name 
and  reRldence  of  the  party  from  whom  the  purchase  was  made  and  the  names  and  resi- 
dences of  the  several  parties  through  whom  the  title  of  the  warrant  descended  to  the 
present  applicant  from  the  warrantee. 

^  Here  state  what  has  become  of  the  warrant,  whether  lost  or  destroyed,  detailing  the 
circumstances;  and  if  the  applicant  became  the  owner  of  the  warrant  by  purchase  or 

assignment, he  must  make  affidavit  that he  has  no  knowledge  or  information  of  any 

irregularity  In  the  Issue  of  said  warrant  or  its  transfer,  or  of  a  caveat's  having  been 
filed  in  the  General  Land  Office  against  the  issue  of  a  patent  thereon,  and  should  set 
forth  minutely  the  circumstances  attending  the  transfer. 

BEGULATIONS. 

1st  Whenever  a  warrant  has  failed  to  reach  the  hands  of  the  party  entitled 
to  receive  it,  and  to  whom  it  was  sent,  or  has  been  lost  or  destroyed  after  having 
been  received,  in  order  to  prevent  the  issuing  of  a  patent  to  a  fraudulent 
aolder  of  the  same  the  actual  owner  must  at  once  file  in  the  General  Land  Office 
a  caveat,  in  the  form  of  an  affidavit,  duly  authenticated,  setting  forth  the  nature 
of  his  title  to  the  warrant  and  the  particulars  as  to  Its  loss,  and  giving  his  post- 
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office  address ;  and  these  facts  must  be  established  by  satisfactory  evidence  filed 
in  tbe  Bureau  of  Pensions. 

2d.  He  must  give  public  notice  of  the  facts  in  the  case  at  least  once  a  week 
for  six  successive  weeks  in  some  newspaper  of  general  circulation  published  at 
or  nearest  the  place  to  which  the  warrant  was  directed,  or  where  the  loss 
occurred.  In  such  publication  (a  copy  of  which  must  be  furnished  to  the 
Bureau  of  Pensions  with  the  affidavit  of  the  publisher  as  to  its  due  appearance) 
the  Intention  must  also  be  expressed  of  applying  to  the  Commissioner  of  Pen- 
sions for  a  reissue  of  the  lost  warrant,  which  must  be  minutely  described.^ 

3d.  The  filing  of  the  caveat  in  the  General  Land  Office  and  the  advertisement 
of  the  loss  being  only  preliminary  steps  toward  the  observance  of  the  regula- 
tions, the  owner  of  the  lost  warrant  must  file  in  the  Bureau  of  Pensions,  as 
soon  after  the  discovery  of  the  loss  as  practicable,  his  declaration,  under  oath, 
duly  authenticated,  setting  forth  fully  and  distinctly  the  time,  place,  and  cir- 
cumstances of  the  loss,  and  that  he  never  sold,  assigned,  nor  voluntarily  parted 
with  his  right  to  the  warrant  in  question. 

4th.  In  cases  where  a  reissue  of  a  warrant  is  sought  on  the  ground  of  the 
nonreception  of  the  original  warrant,  the  agent  or  person  to  whom  it  was  sent 
nniBt  unite  with  the  warrantee  or  make  a  separate  affidavit  as  to  Its  nonrecep- 
tkm. 

6th.  If  the  applicant  for  the  reissue  be  not  the  person  to  whom  the  warrant 
was  Issued,  but  claims  to  be  the  owner  thereof  by  purchase  for  a  valuable  con- 
sideration, he  must  give  the  name  and  residence  of  the  warrantee,  the  name 
and  residence  of  the  person  of  whom  he  l)ought  it,  and,  as  far  as  he  may  know. 
or  can  ascertain,  the  names  and  residences  of  each  of  the  several  parties  through 
whom  the  title  of  the  warrant  descended  to  him  from  the  warrantee,  and  adduce 
satisfactory  evidence  in  proof  of  each  and  all  his  statements  in  reference 
thereto. 

6th.  The  identity  of  the  applicant  must  be  satisfactorily  established,  and  the 
credibility  of  each  and  every,  affiant  must  be  duly  certified  by  the  officiating 
magistrate.  No  warrant  will  be  reissued  under  the  foregoing  act  until  after 
the  expiration  of  three  months  from  the  date  of  the  filing  of  the  petition  in  the 
Bureau  of  Pensions,  and  not  then  if  it  shall  appear  that  the  original  warrant  is 
in  existence. 

The  foregoing  regulations  will  be  strictly  enforced  in  every  instance. 


^{Form  of  advertisement  of  lost  toarrant.) 

Notice  is  hereby  given  that  I, ,  am  the  legal  owner  of  bounty- 
land  warrant  No. .  for acres,  issued  under  the  act  of ,  in 

the  name  of ,  and  that  said  warrant  having  been  lost  or  destroyed,  I 

intend  to  make  (or  have  made)  application  to  the  Ck)mmissioner  of  Pensions  for 
a  duplicate. 


FORMS  OF  DECLARATIONS. 


[8—001.] 
DECLABATION  FOB  OEIOINAL  IKYALID  PENSIOK. 

State  of ,  County  of ,  98 : 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and .  per- 
sonally appeared  before  me,  a within  and  for  the  county  and  State 

aforesaid,  ,  aged years,  a  resident  of ,  county  of 

,  State  of ,  who,  being  duly  sworn  according  to  law,  declares  that 

be  is  the  identical  person  who  wa?  enrolled  at ,  under  the  name  of 

,  on  the day  of ,  1 ,  as  a in [here  state  rank, 

and  company  and  regiment  In  the  Army,  or  vessel  If  In  the  Navy],  and  was 

discharged  at on  the day  of ,  1 ;    that  his  personal 

description  at  enlistment  was  as  follows:    Age years;    height, feet 

Inches;    complexion, ;    hair, ;    eyes, That  while  a 

member  of  the  organization  aforesaid.  In  the  service  and  in  the  line  of  his 

duty  at ,  on  or  about  the day  of ,  1 ,  he, 

[here  state  name  or  nature  of  disease,  or  the  location  of  wound  or  injury.  If 
disabled  by  disease,  state  fully  Its  causes;  if  by  wound  or  injury,  the  precise 
manner  in  which  received].     That  he  was  treated  in  hospitals  as  follows: 

[here   state   the   names  or  numbers   and   the   localities  of   all 

hospitals  in  which  treated,  and  the  dates  of  treatment].     That  he  was 

employed  in  the  military  or  naval  service  prior  to ,  1 .    That  he  has 

been   employed   in   the   military   or   naval    service   since ,   1 . 

[here  state  what  the  service  was.  whether  prior  or  subsequent 

to  that  stated  above,  and  the  dates  at  which  it  began  and  ended].  That  prior 
to  his  entry  iuto  the  service  above  named  he  was  a  man  of  good,  sound  physical 

health,  being  when  enrolled  a That  he  is  now incapacitated  for 

procuring    his    subsistence    by    manual    labor    by    reason    of    his    disabilit , 

descril)ed  above,  incurred  In  the  service  of  the  United  States;  and  he  there- 
fore malces  this  de<'laration  for  the  pur[>ose  of  being  placed  on  the  Invalid- 
pension  roll  of  the  Ignited  States.    That  he  is a  pensioner.     That  he  has 

heretofore  applied  for  [>en8lou.  [if  a  pensioner,  the  certifi- 
cate number  only  need  be  given.  If  not,  give  the  number  of  the  former  appli- 
cation,  if  one  was  made].    That  his  post-ofl5ce  address  is ,  county  of 

,  State  of 


[Claimant's  sigoature.] 
Attest : 

(1)   

(2)   

Also  personally  appeared .  residing  at ,  and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  they  were  present  and   saw 

,  the  claimant,  sign  his  name  (or  mal^e  his  mark)  to  the  foregoing 

declaration;  that  they  have  every  reason  to  believe,  from  the  appearance  of 

said  claimant  and  their  acquaintance  with  him  of years  and years. 

respectively,  that  he  is  the  identical  person  he  represents  himself  to  be;  and 
that  they  have  no  interest  in  the  prosecution  of  this  claim. 


[Signatures  of  witnesses.] 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190 ,  and  I 

hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully  made 
known  and  explained  to  the  applicant  and  witnesses  before  swearing,  hiciudlng 
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the  words ,  erased,  and  the  words ,  added;  and  that 

I  haye  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  ciaim. 

[Signatare.] 
[Official  character.] 

To  be  executed  before  some  officer  of  a  court  of  record  harlng  cuBtodj  of  its  seal,  a 
notary  public,  Justice  of  the  peace,  or  otber  officer  autborlsed  to  administer  oaths  for 
general  purposes.  If  such  officer  is  not  required  bj  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  by  the  proper  State,  county,  or 
city  officer,  under  his  official  seal,  unless  such  a  certificate  has  been  filed  In  the  Bureau  of 
Pensions  for  seneral  reference. 

Testimony  In  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  wbose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any 
interest,  direct  or  Indirect,  in  the  prosecution  of  the  claim. 


[3—003.1 
SECLABATION  FOB  THE  INCBEASE  OF  AN  INVALID  PENSION. 

[The  pension  certificate  should  not  be  forwarded  with  the  application.] 

State  of ,  County  of ,  as: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and ,  per- 
sonally appeared  before  me,  a within  and  for  the  county  and  State 

aforesaid,  ,  aged years,  a  resident  of ,  county  of 

,  State  of ,  who,  being  duly  sworn  according  to  law,  declares  that 

he  is  a  pensioner  of  the  United  States,  enrolled  at  the pension  agency  at 

the  rate  of dollars  per  month,  by  reason  of  disability  from [here 

name  the  disability  for  which  pensioned]  incurred  in  the [military  or 

naval]  service  of  the  United  States  while  a [here  state  rank,  and  com- 
pany and  regiment  if  in  the  Army,  or  vessel  if  in  the  Navy]  in .    That 

he  believes  himself  to  be  entitled  to  an  increase  of  pension  on  account  of 

I  Here  state  the  reasons  for  applying  for  Increase.  If  on  account  of  increase  in 
the  disability  for  which  already  ijensloned,  that  should  be  described.  If  on 
account  of  disability  for  which  not  pensioned,  the  nature  and  location  of  the 
wound  or  injury,  or  the  name  of  the  disease,  and  the  time,  place,  and  circum- 
stances of  its  origin,  and  the  names  of  hospitals  where  treated  in  the  service, 
should  be  fully  stated.    The  date  of  treatment  should  be  given  as  nearly  as 

ix)ssible.]    That  he  hereby  appoints ,  of ,  his  true  and  lawful 

attorney,  to  prosecute  his  claim.  That  the  number  of  his  pension  certificate  is 
.    That  his  post-office  address  is ,  county  of ,  State  of 


[Claimant's  signature.] 
Attest : 

(1)  

(2)  

Also  personally  appeared ,  residing  at ,  and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  they  were  present  and  saw 

,  the  claimant,  sign  his  name  (or  make  his  mark)  to  the  foregoing 

declaration;  that  they  have  every  reason  to  believe,  from  the  appearance  of 

said  claimant  and  their  acquaintance  with  him  of years  and years, 

respectively,  that  he  is  the  identical  person  he  represents  himself  to  be;  and 
that  they  have  no  interest  in  the  prosecution  of  this  claim. 


[Signatures  of  witnesses.] 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190__ ;  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully  made 
known  and  explained  to  the  applicant  and  witnesses  before  swearing,  including 
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the  words ,  erased,  and  the  words ,  added;  and  that 

I  have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 
[L.  8.]  

[Si^atare.] 

[Official  character.] 

To  he  executed  before  aome  officer  of  a  court  of  record  having  custody  of  its  aeal,  a 
notary  public,  justice  of  the  peace,  or  other  officer  authorized  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  by  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  by  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  in  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  in  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  Inter- 
est, direct  or  indirect,  in  the  prosecution  of  the  claim. 


[8—002.1 

[Act  of  June  27,  1890.  as  amended  by  act  of  May  0,  1900.] 

DECLARATION  FOR  INVALID. PENSION. 

State  of ,  County  of ,  ss: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and ,  per- 
sonally appeared  before  me,  a within  and  for  the  county  and  State 

aforesaid, ,  who,  being  duly  sworn  according  to  law,  declares  that  he 

is years  of  age,  and  a  resident  of ,  county  of ,  State  of , 

and  that  he  is  the  identical  person  who  was  enrolled  at under  the  name 

of on  the day  of ,  18—,  as  a in [here 

state  rank,  and  company  and  regiment  in  the  Army,  or  vessel,  if  in  the  Navy],  in 
the  service  of  the  United  States,  in  the  war  of  the  rebellion,  and  served  at  least 

ninety  days  and  was  honorably  discharged  at ,  on  the day  of , 

18--    That  he  also  served [Here  give  a  complete  statement  of 

all  other  services,  if  any.] 

That  he  was employed  in  the  military  or  naval  service  of  the  United 

States  otherwise  than  as  stated  above.  That  his  personal  description  at  enlist- 
ment was  as  follows:  Height, ;  complexion, ;  color  of  eyes, ; 

color  of  hair,   ;   that  his  occupation   was   ;   that   he  was  bom 

,  18—,  at That  his  several  places  of  residence  since  leaving 

the  service  have  l)een  as  follows: [State  date- of  each  change,  as 

nearly  as  possible.] 

That  he  is  suffering  from  disability  of  a  permanent  character,  not  the  result 
of  his  own  vicious  habits,  which  Incapacitates  hiin  for  the  performance  of  man- 
ual labor  in  such  a  degree  as  to  render  him [wholly  or  partially]  unable 

to  earn  a  support,  to  wit: [Here  state  cause  of  disability,  as  age 

or  name  of  disease  or  nature  of  injury.]     That  he  is a  pensioner.     That 

he  has heretofore  applied  for  pension.     [If  a  pensioner,  the 

certificate  numljer  only  need  be  given.  If  not,  give  the  number  of  the  former  ap- 
plication, If  one  was  made.]  That  he  makes  this  declaration  for  the  purpose  of 
being  placed  on  the  pension  roll  of  the  United  States  under  the  provisions  of 
the  act  of  June  27,  1890,  as  amended  by  the  act  of  May  9,  1900. 

That  his  post-office  address  Is .  county  of ,  State  of That 

he  hereby  appoints   [If  he  desires  to  employ  an  attorney],  of 

,  his  true  and  lawful  attorney  to  prosecute  his  claim. 


[Claimant's  signature  in  full.] 
Attest : 

(1) 

(2) 

Also  personally  appeared ,  residing  at and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  they  were  present  and  saw 

,  the  claimant,  sign  his  name  (or  make  his  mark)  to  the  foregoing 

declaration ;  that  they  have  every  reason  to  believe,  from  the  appearance  of  the 
claimant  and  their  acquaintance  with  blm  of yean  and  ..^ years. 
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rM|)ectlyely,  that  be  ts  the  Identical  person  he  represents  himself  to  be,  and  that 
tbey  have  no  interest  in  the  prosecution  of  this  claim. 


[Signatures  of  witnesses.] 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190—,  and  I 

hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully  made 
known  and  explained  to  the  applicant  and  witnesses  before  swearing,  including 

the  words ,  erased,  and  the  words ,  added;  and  that 

I  have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L.  8.]  

[Signature.] 


>• 


[Official  character.] 

To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  Its  seal,  a 
notary  public,  justice  of  the  peace,  or  other  officer  authorized  to  administer  oaths  for  gen- 
eral piiriK>ses.  If  such  officer  is  not  required  bv  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  br  the  proper  State,  county, 
or  ctty  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  In  the  JSureau 
of  Pensions  for  general  reference. 

Testimony  In  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  inter- 
est, direct  or  indirect,  in  the  prosecution  of  the  claim. 


[3—004.] 


DECLABATION  FOE  INCREASE  OF  PENSION  TTNDEE  THE  ACT  OF  JUNE  87, 

1890,  AS  AMENDED  BY  ACT  OF  MAY  9,  1900. 

[The  pension  certificate  should  not  be  forwarded  with  the  application.] 

State  of ,  County  of ,  m; 

On  this day ,  A.  D.  one  thousand  nine  hundred  and ,  per- 
sonally appeared  before  me,  a  within  and  for  the  county  and 

State  aforesaid, ,  who,  being  duly  sworn  according  to  law,  declares 

that  he  is years  of  age  and  a  resident  of county  of ,  State 

of ;  that  he  served  as  a in [here  state  rank  and  com- 
pany and  regiment  in  the  Army,  or  vessel  if  in  the  Navy],  and  that  he  is  a  pen- 
sioner of  the  United  States  under  the  act  of  June  27,  1890,  enrolled  at  the 

Pension  Agency  at  the  rate  of dollars  per  month,  by  reason  of 

partial  inability  to  earn  a  support  by  manual  labor,  his  pension  certificate  be- 
ing numbered .    That  he  believes  himself  to  be  entitled  to  an  increase  of 

pension  on  account  of  the  following-named  disabilities,  to  wit: 

[Here  state  cause  of  disability,  as  age,  or  name  of  disease,  or  nature  of  In- 
jury.]    That  none  of  said  disabilities  are  due  to  vicious  habits,  and  that  they 

are  to  the  best  of  his  knowledge  and  belief  of  a  permanent  character 

That  he  was  born  on  the day  of ,  in  the  year  18—,  at 

,  and  that  his  personal  description  is  as  follows:  Height, feet 

inches;    complexion, ;    hair, :    eyes, That  he  was 

employed  in  the  military  or  naval  service  prior  to ,  18—.    That  he 

has been  employed  in  the  military  or  naval  service  since ,  18—. 

[Here  state  what  the  ser\*ice  was,  whether  prior  or  subsequent 

to  that  stated  above,  and  the  dates  at  which  It  began  and  ended.]  That  his 
post-offlce  address  is county  of ,  State  of 


[Claimant's  signature.] 
Attest: 

(1)   

(2)   

Also  personally  api)eared ,  residing  at and , 

residing  at ,  persons  whom  I  certified  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  they  were  present  and  saw 
,  the  claimant,  sign  his  name  (or  make  his  mark)  to  the  foregoing 
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declaration ;  that  tbey  have  every  reason  to  believe,  from  the  appearance  of  said 

claimant  and  their  acquaintance  with  him  of years  and years, 

respectively,  that  he  is  the  identical  person  he  represents  himself  to  be,  and 
that  they  have  no  interest  in  the  prosecution  of  this  claim. 

[Signatures  of  witnesses.] 

Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  19 — ,  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully 
made  known  and  explained  to  the  applicant  and  witnesses  before  swearing. 

Including  the  words ,  erased,  and  the  words ,  added; 

and  that  I  have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L.  8.]  

[Signature.] 

[Officisl  charsctef.] 

To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  its  seal,  a 
notary  public,  Justice  of  the  peace,  or  other  officer  authorised  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  by  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  by  the  proper  State,  county 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  in  the  Bureaa 
of  Pensions  for  general  reference. 

Testimony  in  support  of  allegations  made  In  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  inter- 
est, direct  or  indirect,  in  the  prosecution  of  the  claim. 


18—022.] 


DECLABATIOir  OP  PENSIONER  POB  BESTOEATIOIT  TO  THE  BOLLS  XniPEB 

SECTION  26,  ACT  OP  MABCH  3,  1873. 

[Sec.  4719,  Rev.  Stat.] 

State  of ,  County  of ,  88 : 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and ,  per- 

sonally  appeared  before  ,   ,  a within  and  for  the 

county  and  State  aforesaid, ,  aged years,  who,  being  duly 

sworn  according  to  law,  makes  the  following  declaration,  asking  to  be  restored 

to  the  pension  rolls:  That  I  am  the  identical who  was  pensioned 

on  the  rolls  of  the  agency  at ,  and  whose  pension  certificate.  No, ,  is 

herewith  returned;    that  I  was  last  paid  at  said  agency  to  the day  of 

,    19— ;   that  I  have  since  resided  as  follows :  * ;   that  I  have  not 

claimed  pension  since  the  date  above  given  for  the  following  reasons:  * ; 

and  that  I  * ;   that  I  hereby  appoint ,  of ,  attorney  to 

prosecute  the  above  claim ;  that  my  residence  is  at  No. ,  in street,  in 

the of ,  county  of ,  State  of ,  and  that  my  post-office 

address  is , 


[Claimant's  signature.] 
Attest : 


Also  personally  appeared ,  residing  at  No. ,  in street, 

in ,  and ,  residing  at  No, ,  in street,  in , 

persons  whom  I  certify  to  be  respectable  and  entitled  to  credit,  and  who,  being 
by  me  duly  sworn,  say  that  they  were  present  and  saw ,  the  claim- 
ant, sign name  (make mark)  to  the  foregoing  declaration;  that  they 

have  every  reason  to  believe,  from  tlie  appearance  of  said  claimant  and  their 

acquaintance   with    ,   that is    the    identical    person represents 

self  to  be ;  and  that  they  have  no  interest  In  the  prosecution  of  this  claim. 


[Signatures  of  witnessea.] 
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Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190_-,  and  I 

hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully  made 
known  and  explained  to  the  applicant  and  witnesses  before  swearing,  including 

the  words ,  erased,  and  the  words ,  added;    and  that  I  have  no 

interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L.  s.]  ; 

[SiKoature.] 


[Official  character.] 
NOTES. 

^Here  name  the  place  or  planes  at  which  the  applicant  has  resided. 

'  Here  state  specificolly  the  reasons  why  pcnnion  has  not  been  claimed. 

*  Here  describe  the  disability  for  which  restoration  is  claimed,  and  state  (if  an  invalid) 
whether  or  not  applicant  has  reenlisted  since  last  pension  payment,  and  if  so,  give  date, 
company,  and  regiment,  and  date  of  final  discbarge.  If  a  widow  or  mother,  state  whether 
remarried,  or,  if  remarried,  give  date. 

To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  its  seal,  a 
notary  public,  justice  of  the  peace,  or  other  officer  authorised  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  by  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  terms  of  office  must  oe  certified  by  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  certificate  has  been  filed  in  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  in  support  ot  alle;;ations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  Inter- 
est, direct  or  indirect,  in  the  prosecution  of  the  claim. 


[3—006.1 
DECLABATION  OF  A  WIDOW  FOB  OBIOINAL  PENSIOIT. 

State  of ,  County  of ,  as: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and ,  per- 
sonally appeared  before  me,  a within  and  for  the  county  and  Starte 

aforesaid, ,  aged years,  a  resident  of ,  county  of , 

State  of ,  who,  being  duly  sworn  according  to  law,  makes  the  following 

declaration  in  order  to  obtain  pension  under  the  acts  of  Ck>ngress  granting  pen- 
sion to  the  widows  of  soldiers  and  sailors  who  have  died  by  reason  of  wound  or 
injury  received,  or  disease  contracted,  in  the  service  of  the  United  States  and  in 
the  line  of  duty : 

That  she  is  the  widow  of ,  who  was [enrolled  or  commis- 
sioned] under  the  name  of ,  at ,  on  the day  of , 

1 ,  as  a in [here  state  rank  and  designation  of  organization  or 

name  of  vessel],  and  was  discharged  on  the day  of ,  1 ,  and  who 

died  at ,  on  the day  of ,  1 ,  of [here  state  the  im- 
mediate cause  of  death],  due  to incurred  In  the  above-named  service. 

That  the  said  soldier  was in  the  military  or  naval  service  of  the  United 

States  except  as  stated  above.    [If  any  other  service,  it  should  be 

stated  in  full.] 

That  the  said  soldier  was  born ,  18 ,  at ;  that  his  per- 
sonal description  at  enlistment  was  as  follows :    Height, ;  complexion, 

;  color  of  eyes, ;  color  of  hair, ;  permanent  marks  or  scars, 

;  that  his  occupation  was 

That  she  was  married,  under  the  name  of ,  to  said  soldier  at 

,  on  the day  of ,  1 ,  by ;  that  there  was  no 

legal  barrier  to  the  marriage ;  that  she  had been  previously  married ;  that 

the  soldier  had been  previously  married.    [If  there  was  a 

prior  marriage  of  either,  the  date  and  place  of  death  or  divorce  of  former  con- 
sort or  consorts  should  be  stated.] 

That  she  was  never  divorced  from  said  soldier,  and  that  she  has remar- 
ried since  his  death.  [If  remarried,  the  date  and  place  of  re- 
marriage should  be  stated.] 
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That  the  said  soldier  left  the  following-named  children  under  16  years  of  age 
at  the  date  of  his  death,  to  wit : 

,  horn ,  1 ,  at 

,  born ,  1 ,  at 

,  born ,  1 ,  at 

,  borrf ,  1 ,  at 

,  born ,  1 ,  at 

,  bom ,  1 ,  at 

[If  any  child  has  died  since  the  soldier's  death,  its  name  and  the  date  of  Its 
death  should  be  stated.  If  the  soldier  left  no  children,  the  claimant  should 
so  state.] 

That  she  has heretofore  applied  for  pension.  ' [If  prior 

application  has  been  made,  the  number  thereof,  the  service  on  which  it  was 
based,  and  the  name  of  the  soldier  should  be  stated.] 

That  her  post-office  address  is ,  county  of ,  State  of 


[Claimant's  signature.] 
Attest : 

(1)  

(2)  

Also  personally  appeared ,  residing  at ,  and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  they  were  present  and  saw 

,  the  claimant,  sign  her  name  (or  make  her  mark)  to  the  foregoing  declar- 
ation ;  that  they  have  every  reason  to  believe,  from  the  appearance  of  said 

claimant  and  their  acquaintance  with  her  of years  and years, 

respectively,  that  she  is  the  identical  person  she  represents  herself  to  be;  and 
that  they  have  no  interest  in  the  prosecution  of  this  claim. 


[Signatures  of  witnesses.] 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190— ; 

and  I  hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully 
made  known  and  explained  to  the  applicant  and  witnesses  before  swearing, 

including  the  words ,  erased,  and  the  words ,  added; 

and  that  I  have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L,  8.]  

r  Signature.] 


[Official  character.] 


To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  Its  seal,  a 
notary  public,  justice  of  the  peace,  or  other  officer  authorized  to  aamlnlster  oaths  for  gen- 
eral purposes.  If  such  officer  Is  not  required  bv  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  bv  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  in  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  in  support  of  allegations  made  In  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  Inter- 
est, direct  or  Indirect,  In  the  prosecution  of  the  claim. 


[3—007.] 

[Act  of  June  27,  1890,  as  amended  by  act  of  May  9,  1900.] 

DECLARATION  FOR  WIDOWS  PENSION. 

State  op ,  County  of ,  88: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and ,  per- 
sonally appeared  before  me,  a within  and  for  the  county  and  State 

aforesaid,   ,  aged   years,  a  resident  of ,  county  of 

,  State  of ,  who.  being  duly  sworn  according  to  law,  malcea  the  fol- 
lowing declaration  in  order  to  obtain  pension  under  the  provisions  of  the  act  of 
Congress  approved  June  27, 1890,  as  amended  by  the  act  of  May  9»  1900. 
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That  she  Is  the  widow  of ,  who  was [enrolled  or  commis- 
sioned] under  the  name  of ,  at .  on  the day  of , 

18--,  as  a  — _- ._  In [here  state  rank  and  designation  of  organization  or 

name  of  vessel],  and  honorably  discharged   ,   18—.  having  served 

ninety  days  or  more  during  the  late  war  of  the  rebellion.    That  the  soldier 

was in  the  military  or  naval  service  of  the  United  States  except  as  stated 

above.     [If  any  other  service,  it  should  be  stated  in  full.] 

That  gbe  was  married  under  the  name  of to  said  soldier  at 

on  the day  of ,  1 ,  by ;  that  there  was  no  legal  bar- 
rier to  the  marriage;  that  she  had been  previously  married;  that  the  sol- 
dier had been  previously  married.     [If  there  was  a  prior 

marriage  of  either,  the  date  and  place  of  death  or  divorce  of  former  consort  or 
consorts  should  be  stated.] 

That  the  said  soldier  died ,  1 ,  at ;  that  she  was  not 

divorced  from  him ;  that  she  has  not  remarried  since  his  death,  and  that  she  is 
without  other  means  of  support  than  her  daily  labor  and  an  actual  net  income 
not  exceeding  two  hundred  and  fifty  dollars  i)er  year. 

That  the  said  soldier  left  the  following-named  children  who  are  now  living  and 
under  sixteen  years  of  age,  to  wit:  [If  the  soldier  left  no  children,  the  claimant 
Bhould  so  state.] 


,  bom 

,  18- 

-,  at 

,  born 

18- 

-,  at 

,  born 

,  18- 

,  18_ 

-,  at 

,  born 

_,  at 

,  bom 

,  18- 

-,  at 

,  born 

18- 

-,  at 

That  she  has heretofore  applied  for  pension.    [If  prior 

application  has.  been  made,  the  nimiber  thereof,  the  service  on  which  it  was 
based,  and  the  name  of  the  soldier  should  be  stated.] 

That  she  hereby  appoints [if  she  desires  to  employ  an  attorney], 

of — ,  her  true  and  lawful  attorney,  to  prosecute  this  claim. 

That  her  post-office  address  Is ,  county  of ,  State  of 


[Claimant's  signature.] 
Attest: 

(1) 

(2)  

Also  personally  appeared ,  residing  at ,  and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled 

to  credit,  and  who,  being  by  me  duly  sworn,  say  they  were  present  and  saw 

,  the  claimant,  sign  her  name  (or  make  her  mark)  to  the  foregoing 

declaration;  that  they  have  every  reason  to  believe,  from  the  appearance  of 

said  claimant  and  their  acquaintance  with  her  of years  and years, 

respectively,  that  she  is  the  identical  person  she  represents  herself  to  be;  that 
she  is  without  other  means  of  support  than  her  daily  labor  and  an  actual  net 
income  of  not  exceeding  two  hundred  and  fifty  dollars  per  year;  and  that  they 
have  no  interest  in  the  prosecution  of  this  claim. 

[Signatures  of  witnesses.] 

Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190— ;  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully 
made  known  and  explained  to  the  applicant  and  witnesses  before  swearing. 

including  the  words ,  erased,  and  the  words .  added; 

and  that  I  have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[Sl<;nature.l 

[Official  character.] 

To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  its  seal,  a 
notary  public,  justice  of  tlie  peace,  or  other  officer  authorized  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  bv  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  bv  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  In  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  In  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  inter- 
est, direct  or  indirect,  in  the  prosecution  of  the  claim. 
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[8—008.1 
DECLARATION  OF  A  WIDOW  WHO  HAS  REMARRIED. 

[Acts  of  March  8, 1901,  and  February  2d,  1903,  amending  section  4708,  Revised  Statutes.] 

State  of ,  County  of ,  88: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and , 

personally  appeared  before  me,  a within  and  for  the  county  and 

State  aforesaid, ,  aged years,  a  resident  of ,  county 

of ,  State  of ,  who,  being  duly  sworn  according  to  law,  makes  the 

following  declaration  for  the  purpose  of  having  her  name  placed  on  the  pension 
roll  under  provisions  of  the  acts  of  March  3,  1901,  and  February  28,  1903, 
amending  section  4708,  Revised  Statutes : 

That  she  was  formerly  the  widow  of ,  who  died , 

18—,  by  reason  of  wound  or  injury  received  or  disease  contracted  while  serving 

as in [state  rank  and  designation  of  organization  or  name  of 

vessel],  in  the  war [name  the  war  in  which  he  served].    That  ^e 

was  his  lawful  wife  during  the  period  of  his  service  in  said  war,  having  been 

married  to  him ,  18—,  and  that  she  remained  his  lawful  wife  to  the 

date  of  his  death. 

That  said  soldier  was in  the  military  or  naval  service  of  the  United 

States  prior  to  ,   18—     [If  any  other  servlc»e.   it 

should  be  stated  in  full.] 

That  she  or  a  child  or  children  was  formerly  pensioned  on  account  of  the 
death  of  said  soldier ;   that  the  pension  was  paid  by  the  United  States  pension 

agent  at ,  and  that  the  number  of  the  pension  certificate  was 

Gnbat  she  never  received  any  other  pension  from  the  United  States  nor  made 

any  other  application  for  pension.    [If  she  was  ever  pensioned 

or  made  a  claim  for  pension  on  account  of  any  other  soldier,  his  name,  service, 
and  relationship  should  be  stated.] 

That  her  pension  or  right  to  pension  terminated  because  of  her  marriage  to 

That  said  marriage  took  place  ,   18—,  at 

That  said  husband  died ,  18—,  at (or)  That  she  was  di- 
vorced from  said  husband,  upon  her  own  application  and  without  fault  on  her 

part,  on  the day  of ,  18—,  at That  said  last-named  husband 

did serve  in  the  Army  or  Navy  of  the  United  States.     [A 

full  statement  of  his  services,  if  any,  should  be  given.] 

Tliat  she  did marry  again  after  the  death  of  the  soldier  except  to 

named  above.  [If  she  contracted  any  other  mar- 
riage after  the  death  of  the  soldier,  the  name  of  the  husband,  the  date  and 
place  of  the  marriage,  and  the  date  and  manner  of  dissolution  of  the  marriage 
should  be  stated.] 

That  she  is  without  other  means  of  support  than  her  daily  labor  and  an  actual 
net  income  not  exceeding  two  hundred  and  fifty  dollars  per  year. 

That  her  post-ofl5ce  address  is ,  county  of ,  State  of 


[Claimant's  signature.] 
Attest : 

(1)   

(2)   

Also  pensonally  appeared ,  residing  at ,  and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who.  being  by  me  duly  sworn,  say  they  were  present  and  saw 
,  the  claimant,  sign  her  name  (or  make  her  mark)  to  the  fore- 
going declaration ;  that  they  have  every  reason  to  believe,  from  the  api>earance 

of  said  claimant  and  their  acquaintance  with  her  of years  and 

years,  respectively,  that  she  Is  the  identical  person  she  represents  herself  to 
be ;  and  that  they  have  no  interest  in  the  prosecution  of  this  claim. 


[Signatures  of  witnesses.] 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190—,  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully 
made  known  and  explained  to  the  applicant  and  witnesses  before  swearing. 
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Including  the  words ,  erased,  and  the  words ,  added ; 

and  that  I  have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L.  8.]  

[Signature.] 

[Official  character.] 

To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  Its  seal,  a 
notary  public,  justice  of  the  peace,  or  other  officer  authorized  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  by  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  by  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  nas  been  filed  in  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  in  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  inter- 
est, direct  or  indirect,  in  the  prosecution  of  the  claim. 


IS— 009.     Old  No.  8—015.1 
GENERAL  LAW. 

DICLA&ATION  FOB  PENSION  OF  CHILDEEN  TTNDEB  SIXTEEN  YEAB8  OF 

AGE. 

State  of ,  County  of ,  sa: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and ,  per- 
sonally appeared  before  me,  a within  and  for  the  county  and  State 

aforesaid,   ,  aged years,  a  resident  of ,  county  of 

,  State  of ,  who,  being  duly  sworn  according  to  law,  makes  the  fol- 
lowing declaration  in  order  to  obtain  pension  under  the  acts  of  Congress  grant- 
ing pension  to  the  minor  children  of  soldiers  and  sailors  who  have  died  by  reason 
of  wound  or  injury  received,  or  disease  contracted,  in  the  service  of  the  United 
States  and  in  the  line  of  duty : 

That  —he  is  the  guardian  of ,  legitimate  child of , 

who  was [enrolled  or  commissioned]  under  the  name  of ,  at 

,  on  the day  of ,  1 ,  as  a in [here  state  rank 

and  designation  of  organization  or  name  of  vessel]  and  was  discharged  on  the 

day  of ,  1 ,  and  who  died  at ,  on  the day  of , 

1 ,  of [here  state  the  immediate  cause  of  death],  due  to in- 
curred in  the  above-named  service.    That  he  was in  the  military  or  naval 

service  of  the  United  States,  except  as  above  stated.     [If  any 

other  service  it  should  be  stated  in  full,  with  dates  of  enlistment  and  discharge.] 

That  the  mother  of  said  child was  married  under  the  name  of , 

to  the  soldier  at ,  on  the day  of ,  1 ,  by ;  that 

there  was  no  legal  barrier  to  the  marriage;  that  she  had been  previously 

married;  that  he  had been  previously  married.     [If  there 

was  a  prior  marriage  of  either,  the  name  and  the  date  and  place  of  death  or 

divorce  of  former  consort  or  consorts  should  be  stated.]     That  he  left 

widow  surviving.     [State  date  of  death  or  remarriage.] 

That  the  following  named  are  the  only  surviving  children  of  the  soldier  who 
were  under  sixteen  years  of  age  at  the  date  of  his  death : 

,  born ,  1 ,  at 

,  bom ,  1 ,  at 

,  born ,  1 ,  at 

,  born ,  1 ,  at 

,  bom ,  1 ,  at 

,  lx)rn ,  1 ,  at 

,  born ,  1 ,  at 

,  bom ,  1 ,  at 

That prior  claim  on  behalf  of  said  child has  been  filed,    

[If  prior  aplication  has  been  made,  the  number  thereof,  the  service  on  which  it 
was  based,  and  the  name  of  the  soldier  should  be  stated.] 

That  h post-oflSce  address  is ,  county  of ,  State  of 

That  —he  hereby  appoints [if  it  is  desired  to  employ  an  at- 
torney], of ,  h true  and  lawful  attorney,  to  prosecute  this  claim. 


[Claimant's  signature.] 
Attest: 

(1)  

(2) 


56  BULES   AND   BEGULATIONS,  DEP.iBtBCENt  OF   IKTERIOft. 

Also  personally  appeared ,  residing  at ,  and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who.  being  by  me  duly  sworn,  say  that  they  were  present  and  saw 

,  the  claimant  sign  h name  (or  make  h mark)  to  the  foregoing 

declaration;  that  they  have  everj'  reason  to  believe,  from  the  appearance  of 

said  claimant  and  their  acquaintance  with  h of years  and years, 

respectively,  that  ..he  Is  the  identical  person  >.he  represents  h self  to  be ;  and 

that  they  have  no  interest  in  the  prosecution  of  this  claim. 

[Signatores  of  witnetses.] 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190 — ,  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc,  were  fully  made 
known  and  explained  to  the  applicant  and  witnesses  before  swearing,  including 

the  words ,  erased,  and  the  words ,  added ;  and  that 

I  have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L.  B.]  

[Signature.] 

[Official  character.] 

To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  its  seal,  a 
notary  public,  Justice  of  the  peace,  or  other  officer  authorized  to  administer  oaftis  for  gen- 
eral purposes.  If  such  officer  is  Dot  required  bv  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  oe  certified  by  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  in  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  in  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  Inter- 
eat,  direct  or  indirect,  in  the  prosecution  of  the  claim. 


[8—010.1 

FF  [Act  of  June  27,  1890,  as  amended  by  the  act  of  May  0,  1900.]  FF 

DECLABATION  FOB  CHILDREN  TTNBEE  SIXTEEN  YSAB8  OF  AQE. 

State  of ,  County  of ,  88: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and ,  per- 
sonally appeared  before  me,  a   within  and  for  the  county  and 

State  aforesaid, ,  aged years,  a  resident  of ,  county 

of ,  State  of ,  who,  being  duly  sworn  according  to  law,  makes  the 

following  declaration  in  order  to  obtain  pension  under  the  provisions  of  the  act 
of  Congress  approved  June  27,  1890,  as  amended  by  the  act  of  May  9,  1900. 

That  --lie  is  tlie  guardian  of ,  legitimate  child of , 

who  was [enrolled  or  commissioned]  under  the  name  of , 

at ,  on  the day  of ,  18--,  as  a ,  in [here  state 

rank  and  designation  of  organization  or  name  of  vessel]   and  honorably  dis- 
charged   ,  18-_,  having  served  ninety  days  or  more  during  the  late 

war  of  tlie  rebellion.    That  the  soldier  was in  the  military  or  naval  service 

of  the  United  States  except  as  stated  above.     [if  any  other  service 

it  should  be  stated  In  full.] 

That  the  mother  of  said  child was  married  under  the  name  of 

to  the  soldier  at ,  on  the day  of ,  1 ,  by ;  that 

there  was  no  legal  barrier  to  the  marriage;  that  she  had been  previously 

married;  that  he  had been  previously  married.     [If  there 

was  a  prior  marriage  of  either,  the  date  and  place  of  death  or  divorce  of 
former  consort  or  consorts  should  be  stated.] 

That  the  said  soldier  died ,  1 ,  at ;  that  he  left 

widow  surviving [state  date  of  death  or  remarriage]. 

That  the  following  named  are  the  only  children  of  the  soldier  who  are  now 
living  and  under  sixteen  yeai*s  of  age.  to-wit: 

,  born ,  18__,  at 

,  lx)rn ,  18__,  at 

,  born ,  1S_-,  at 

,  born ,  18--,  at 

,  born ,  18—,  at 

,  born ,  18—,  at 
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That prior  claim  on  behalf  of  said  child has  been  filed.    

[if  prior  application  has  been  made,  the  number  thereof,  the  service  on  which 
it  was  based,  and  the  name  of  the  soldier  should  be  stated.] 

That  h_»  post-office  address  Is ,  county  of ,  State  of 


[Claimant's  signature.] 
Attest: 

(1) 

(2) 

Also  personally  appeared ,  residing  at ,  and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  they  were  present  and  saw 

,  the  claimant,  sign  h—  name  (or  make  h—  mark)  to  the  foregoing 

declaration ;  that  they  have  every  reason  to  believe,  from  the  appearance  of  said 

claimant  and  their  acquaintance  with  h__  of years  and years, 

respectively,  that  —he  is  the  identical  person  ..be  represents  h.-self  to  be;  and 
that  they  have  no  interest  in  the  prosecution  of  this  claim. 


[Signatures  of  witnesses. ] 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190-_,  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully  made 
known  and  explained  to  the  applicant  and  witnesses  before  swearing,  including 

the  words ,  erased,  and  the  words ,  added;  and  that  I 

have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L.  8.]  

[Signature.] 


[Official  character.] 


To  be  executed  before  some  officer  of  a  court  of  record  baying  custody  of  its  seal,  a 
notary  public,  justice  of  the  peace,  or  other  officer  authorized  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  by  law  to  have  and  use  a  seal,  bis  official 
character,  signature,  and  term  of  office  must  be  certified  by  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  In  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  in  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  inter- 
eat,  direct  or  indirect,  in  the  prosecution  of  the  claim. 


[3—019.     Old  No.  3— 019a.] 

lyECLA&ATION   FOE  OOITTIHITANCE   OF  PENSION  ON  AOCOVNT   OF  HELP- 
LESS CHILD. 


This  blank  form  may  be  used  by  a  widow  or  guardian  in  applying  for  continuance  of 
pension  on  account  of  a  child  who  was  Insane,  ialotlc,  or  otherwise  permanently  helpless 
when  pension  lapsed  because  of  such  child  baying  attained  the  age  or  sixteen  years. 


State  of ,  County  of ,  88: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and ,  per- 
sonally appeared  before  me,  a within  and  for  the  said  county  and 

State  aforesaid, ,  age years,  a  resident  of ,  county  of 

,  State  of ,  who,  being  duly  sworn  according  to  law,  makes  the  fol- 
lowing declaration  in  order  to  secure  continuance  of  pension  heretofore  allowed 

by  certificate  number on  account  of ,  legitimate  child  of 

,  late  a [rank]   in [designation  of  organization  or 

name  of  vessel].    That  by  reason  of [name  or  nature  of  disabil- 
ity] said  child  is  helpless,  and  has  been  so  since [give  date  as 

nearly  as  possible  when  the  child  became  helpless].  That  the  said  child  was  born 

,  18 That  the  mother  of  said  child [if  dead,  state 

date  of  death ;  if  living,  whether  she  has  remarried] .     That  declarant's  post-office 
address  is ,  county  of ,  State  of 


[Applicant's  signature.] 

Attest: 


(1) 
(2) 
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And  personally  appeared ,  residing  at ,  and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  they  were  present  and  saw 
,  the  claimant,  sign  h—  name  (or  make  h..  mark)  to  the  forego- 
ing declaration ;  and  that  they  have  every  reason  to  believe,  from  the  appear- 
ance of  said  claimant  and  their  acquaintance  with  h of years  and 

years,  respectively,  that he  is  the  identical  person  «_he  represents 

self  to  be ;  and  that  they  have  no  interest  in  the  prosecution  of  this  claim. 


[Signatures  of  witnesses.] 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190 , 

and  I  hereby  certify  ttiat  the  contents  of  the  above  declaration,  etc.,  were  fully 
made  known  and  explained  to  the  applicant  and  witnesses  before  swearing, 

including  the  words ,  erased,  and  the  words ,  added; 

and  that  I  have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L.  B.]  

[Signature.] 


[Official  character.] 


To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  its  seal,  a 
notary  public,  justice  of  the  peace,  or  other  officer  authorized  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  bv  law  to  have  and  use  a  seal,  bis  official 
character,  signature,  and  term  of  office  must  oe  certified  br  the  proper  State,  county, 
or  city  officer  under  bis  official  seal,  unless  such  a  certificate  has  been  filed  in  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  in  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
4>fficer  whose  authority  and  slgnatuie  are  duly  certified,  and  who  shall  disclaim  any  inter- 
est, direct  or  indirect,  in  the  prosecution  of  the  claim. 


[8—013.1 
DECLARATION  OF  A  MOTHER   FOR  ORIOIHAL   PENSION. 

State  op ,  County  of ,  88 : 

On  this day  of ^_,  A.  D.  one  thousand  nine  hundred  and , 

personally  appeared  before  me,  a within  and  for  the  county  and 

State  aforesaid, ,  aged years,  a  resident  of ,  county 

of ,  State  of ,  who.  being  duly  sworn  according  to  law,  makes  the 

following  declaration  in  order  to  obtain  pension  under  section  4707,  Revised 
Statutes,  as  amended  June  27,  1890,  granting  pensions  to  dependant  parents : 

That  she  is  the  mother  of ,  who  was [enrolled  or  com- 
missioned]   under  the  name  of  ,   at   on   the   day 

of ,  1 ,  as  a in [here  state  rank  and  designation  of 

organization  or  name  of  vessel]  and  was  discharged  on  the day  of , 

1 ,  and  who  died  at on  tlie day  of ,  1 ,  of [here 

state  the  immediate  cause  of  death],  due  to incurred  in  the  above-nnmed 

service.    That  he  was in  the  military  or  naval  service  of  the  United  States 

except  as  stated  above [if  any  other  service  it  should  be  stated  in 

full]. 

That  the  said  soldier  was  born ,  18—,  at ;  that  he  was 

married ;  that  he  left  no  widow,  nor  a  child  or  children  under  sixteen  years 

of  age;  that  his  personal  description  at  enlistment  was  as  follows:  Height, 
;  complexion, ;  color  of  eyes, ;  color  of  hair, ;  per- 
manent marks  or  scars, ;  that  his  occupation  was 

That  she  was  married  under  the  name  of to  the  father  of  the 

said  soldier  at on  the day  of ,  18— 

That  the  father  of  the  soldier  is [if  dead,  state  the  date  of  his 

death.     If  living,  explain  why  he  does  not  support  the  applicant]. 

That  she  has remarried.    [if  remarried,  state  the  date  and 

place  of  remarriage ;  and  if  the  husband  is  living  and  the  remarriage  was  prior 
to  the  soldier's  death,  why  he  does  not  support  the  applicant]. 

That  she  has  no  other  adequate  means  of  support  than  the  ordinary  proceeds 
of  her  own  manual  labor  and  the  contributions  of  persons  not  legally  bound  to 
aid  in  her  support  That  she  is  dependent  upon [state  all  means  of  sup- 
port]. 
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That  Bhe  has heretofore  applied  for  pension.  [If  prior  ap- 
plication has  been  made,  the  number  thereof,  the  service  on  which  it  was  based, 
and  the  name  of  the  soldier  should  be  stated]. 

That  her  post-office  address  is ,  county  of ,  State  of 


[Claimant's  signature.] 
Attest: 

(1) 

(2)   

Also  personally  appeared ,  residing  at ,  and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  that  they  were  present  and  saw 

,  the  claimant,  sign  her  name  (or  make  her  mark)  to  the  foregoing 

declaration ;  that  they  have  every  reason  to  believe,  from  the  appearance  of  said 

claimant  and  their  acquaintance  with  her  of years  and years, 

respectively,  that  she  is  the  identical  person  she  represents  herself  to  be;   and 
that  they  have  no  interest  in  the  prosecution  of  this  claim. 


[Signatures  of  witnesses.] 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190—;  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully  made 
known  and  explained  to  the  applicant  and  witnesses  before  swearing,  including 

the  words ,  erased,  and  the  words ,  added;   and  that 

I  have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L.  B.]  

[Signature.] 


[Official  character.] 


To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  its  seal,  a 
notary  public,  justice  of  the  peace,  or  other  officer  authorized  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  by  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  becertlfled  by  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  In  the  Bureau 
of  Pensions  for  general  reference. 

The  testimony  in  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  inter- 
est, direct  or  indirect,  in  the  prosecution  of  the  claim. 


[3—016.] 
DECLARATION  OF  A  FATHER   FOR   ORIQINAL  PENSIOK. 

State  of ,  County  of ,  as: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and '. per- 
sonally appeared  before  me,  a within  and  for  the  county  and 

State  aforesaid, ,  aged years,  a  resident  of ,  county 

of ,  State  of ,  who,  being  duly  sworn  according  to  law,  makes  the 

following  declaration  in  order  to  obtain  pension  under  section  4707,  Revised 
Statutes,  as  amended  June  27,  1890,  granting  pensions  to  dependent  parents : 

That  he  is  the  father  of ,  who  was [enrolled  or  commis- 
sioned] under  the  name  of ,  at ,  on  the day  of , 

1 ,  as  a in [here  state  rank  and  designation  of  organization 

or  name  of  vessel],  and  was  discharged  on  the day  of ,  1 ,  and 

who  died  at ,  on  the day  of ,  1 ,  of [here  state  the 

immediate  cause  of  death],  due  to ,  Incurred  in  the  above-named  service. 

That  the  said  soldier  was in  the  military  or  naval  service  of  the  United 

States  except  as  stated  above.    [if  any  other  service  it  should 

be  stated  hi  full]. 

That  the  said  soldier  was  bom ,  18—,  at ;   that  he  was 

married;   that  he  left  no  widow,  nor  a  child  or  children  under  sixteen 

years  of  age;    that  his  personal  description  at  enlistment  was  as  follows: 

Height, ;    complexion, ;    color  of  eyes, ;    color  of  hair, 

;  permanent  marks  or  scars, ;  that  his  occupation  was 

That  he  was  married  to » the  mother  of  said  soldier,  at , 
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on  the day  of ,  18— ;  that  she  died  at ,  on  the day  of 

That  he  has  no  other  adc^quate  means  of  support  than  the  ordinary  proceeds 
of  his  own  manual  labor  and  the  contributions  of  persons  not  legally  bound  to 
aid  in  his  support;  that  he  is  unable  to  provide  himself  with  an  adequate 
subsistence  for  the  following  reasons: 

That  his  occupation  is ;   that  his  income  from  all  sources,  including 

his  earnings,  is  | per  annum. 

That  he  has heretofore  applied  for  pension.  [if  prior  ap- 
plication has  been  made  the  numt)er  thereof,  the  service  on  which  it  was  based, 
and  the  name  of  the  soldier  should  be  stated]. 

That  his  post-office  address  is ,  county  of ,  State  of 


[Claimant's  signature.) 

Attest: 


(1) 
(2) 


Also  personally  appeared ,  residing  at ,  and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  that  they  were  present  and  saw 

,  the  claimant,  sign  his  name  (or  make  his  mark)  to  tbe  foregoing 

declaration ;  that  they  have  every  reason  to  believe,  from  the  appearance  of  said 

claimant  and  their  acquaintance  with  him  of years  and years,  re> 

spectively.  that  he  is  the  identical  person  he  represents  himself  to  be ;  and  that 
they  have  no  interest  in  the  prosecution  of  this  claim. 


[Signatnres  of  witnesses.] 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190..,  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc..  were  fully 
made  known  and  explained  to  the  applicant  and  witnesses  before  swearing, 

including  the  words ,  erased,  and  the  words ,  added; 

and  that  I  have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 


[Signature.] 
[Official  character.] 

To  be  executed  before  some  officer  of  a  court  of  record  tiaving  custody  of  Its  seal,  a 
notary  public.  Justice  of  the  peace,  or  other  officer  authorised  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  bv  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  bv  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  be^  filed  tai  the  Bureau 
of  Pensions  Tor  general  reference. 

Testimony  in  support  of  allegations  made  In  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  snail  disclaim  any  intar* 
est,  direct  or  indirect,  in  the  prosecution  of  the  claim. 


[3—018.] 
DECLARATION  FOR  PENSION  OF  DEPENDENT  BROTHERS  AND  SZSTSB8. 

State  of ,  County  of ,  ss: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and «,  per- 
sonally appeared  before  me,  a , within  and  for  the  county 

and  State  aforesaid, ,  a  resident  of ,  county  of ,  in 

the  State  of ,  aged years,  who,  being  duly  sworn  according  to  l«w. 

makes  the  following  dei*l>iration  in  order  to  obtain  the  pension  provided  by 

acts  of  Congress  for  dependent  brothers  and  sisters :  That is  the  only  legal 

guardian  of brothers  and  sisters ,  who* under  5ie 

name  of ,  at ,  on  the day  of ,  A.  D.  18 ,• 

in  the  war  of ,  who  died* at .  on  the day  of , 

A.  D.  18__,  and  who  bore  at  the  time  of  his  death  the  rank  of In* ; 

that  he  left  neither  widow,  minor  child,  nor* ;    that  the  above  named 

are  the  only  legitimate  brothers  and  sisters,  including  those  of  tiie  halftMeod, 
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• 

of  the  said  deceased surviving,  who  were  under  sixteen  years  of 

age  at  the  time  of  his  death  and  were  dependent  upon  him,  of  whom* 

;   that  said  brothers  and  sisters  were  the  issue  of  the  parents  of  said 

soldier,  as  follows,  the  dates  of  their  birth  being  as  herein  stated :  ^ 

,  child  of and ,  bom ,  18— 

,  child  of and J,  bom ,  18— 

,  child  of and ,  bom ,  18 — 

,  child  of and ,  bom ,  18 — 

,  child  of and ,  bom ,  18 — 

That  the  parents  were  married  under  the  names  of' , 

,  there  being  no  legal  barrier  to  such   marriage;    that  none  of  said 

brothers  or  sisters  have  aided  or  abetted  the  rebellion;    that prior 

application  has  been  filed;*    that hereby  appoints 

h attorney  to  prosecuto  the  at>ove  claim;   that  h residence  is  at  No. , 

in street,  in  the of ,  county  of ,  State  of ,  and 

that  h..  post-office  address  is 


(Claimant's  signature.] 
Attest: 


Also  personally  appeared ,  residing  at  No. ,  in street. 

In ,  and ,  residing  at  No. ,  in street  in , 

persons  whom  I  certify  to  be  respectable  and  entitled  to  credit,  and  who,  being 
by  me  duly  sworn,  Bay  that  they  were  present  and  saw ,  the  claim- 
ant, sign  h—  name  (make mark)  to  the  foregoing  declaration;   that  they 

have  every  reason  to  believe,  from  the  appearance  of  said  claimant  and  their 

acquaintance  with ,  that is  the  identical  person represents 

self  to  be ;  and  that  they  have  no  interest  in  the  prosecution  of  this  claim. 

[Signatures  of  witnesses.] 

Subscribed  and  swom  to  before  me  this day  of ,  A.  D.  190__,  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully 
made  known  and  explained  to  the  applicant  and  witnesses  before  swearing, 

including  the  words ,  erased,  and  the  words ,  added;   and  that  I 

have  no  interest,  direct  or  indirect,  in  the  prosecution  ot  this  claim. 

[L.  8.]  J 

[Signature.] 

[Official  character.] 
NOTES. 

>  '*  Was  enlisted,"  "  drafted,"  or  otherwise,  as  the  case  may  1>e. 

>  State  company  and  regiment,  if  in  Army ;   or  vessel,  Ac,  if  in  Navy. 

*  State  nature  of  wounds  and  all  circumstances  attending  them,  or  the  disease  and  man- 
ner in  which  it  was  incurred ;  in  either  case  showing  soldier's  death  to  have  been  the 
sequence. 

* "  In  the  service  aforesaid,*'  or  otherwise,  as  may  have  been  the  case. 

*  If  mother  or  father  survived  the  soldier  and  subsequently  died,  so  state,  giving  date  of 
death ;  otherwise,  add  "  mother  nor  father  surviving.'* 

*  If  any  have  died  state  date  of  death. 

7  State  names  of  children  and  of  both  parents ;  also  date  of  birth. 

*  Give  names  of  parents  and  places  and  dates  of  marriaces. 

*  If  either  soldier  or  his  father  or  mother  have  previously  applied,  so  state,  giving  date 
and  number  of  application. 

To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  its  seal,  a 
notary  public,  Justice  of  the  peace,  or  othpr  officer  authorized  to  administer  oaths  for  gen- 
eral  purposes.  If  such  officer  is  not  re<fulred  by  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  by  the  proper  State,  county, 
or  city  officer,  under  his  official  seal,  unless  such  a  certificate  nas  been  llled  in  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  in  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  dulf  certified,  and  who  shall  disclaim  any  inter- 
est, direct  or  indirect,  in  the  prosecution  of  the  claim. 
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[3—030.] 

DECLARATION  FOE  NUBSE'S  PENSION. 

[To  be  executed  before  some  officer  authorized  to  administer  oaths  for  general  purposei. 
The  official  character  and  signature  of  any  such  officer  not  required  by  law  to  use  a  seal 
must  be  certified  by  the  oierk  of  the  proper  court,  giving  dates  of  beginning  and  cloM 
of  official  term.] 

State  op ,  County  of ,  as: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and ,  per- 
sonally appeared  before  me,  a within  and  for  the  county  and  State  afore- 
said,   ,  a  resident  of ,  State  of ,  who,  being  duly  sworn 

according  to  law,  states  that  she  was  born  in  the  year  18—  and  is years  of 

age;    that  she  Is  the  identical  person  who  was  employed  by as 

nurse,  and  that  she  served  under  the  name  of from  the day  of 

,  186—,  to  the day  of ,  186—,  when  she  was  honorably  re- 
leased at ;    that  her  service  was  rendered  in [here  state  post, 

camp,  or  general  hospital],  where  she  served  at  least months  during 

the  war  of  the  rebellion;    that  she  is  unable  to  earn  a  support  by  reason  of 

[here  name  causes  for  Inability  to  earn  a  support].    The  said  dtsabilitleB 

are  to  the  best  of  her  knowledge  and  belief  of  a  permanent  character.     That 

claimant  las applied  for received  a  pension  as [widow, 

mother,  or  nurse]  under  the  general  law  or  by  special  act  of  Congress, 

[If  claimant's  husband  or  sons  have  rendered  service  in  the  Armjr  or  Navy, 
that  fact  must  be  stated,  with  name  of  soldier  in  full,  giving  company  and 
regiment  If  they  are  pensioners  or  applicants  for  pension,  the  number  of  their 
claims  must  be  stated.]  That  she  makes  this  declaration  for  the  purpose  of 
having  her  name  plac^  on  the  pension  roll  of  the  United  States  under  the 
provisions  of  the  act  of  August  5,  1892. 

Slie  hereby  requests  that ,  of ,  State  of ,  be  allowed 

to  act  as  her  attorney  to  prosecute  her  claim,  which  senice  he  agrees  to  render 
without  comi)ensation  under  the  penalty  of  the  law. 

That  her  post-office  address  is  No. , street, ,  county  of 

,  State  of 


[Signature  of  claimant  In  full.] 
Attest : 


Also  personally  api)eared ,  residing  at ,  and , 

residing  at fpive  street  and  number,  if  in  city],  i)ersons  whom  I  certify 

to  be  respectable  and  entitled  to  credit,  and  who,  being  by  me  duly  sworn,  say 

they  were  present  and  saw ,  the  claimant,  sign  her  name  (or  make 

her  mark)  to  the  foregoing  declaration;   that  they  have  every  reason  to  believe 

from  the  appearance  of  said  claimant  and  their  acquaintance  with  her  for 

years  and years,  respectively;  that  she  is  the  identical  person  she  repre- 
sents herself  to  be,  and  that  they  have  no  interest  in  the  prosecution  of  thts 
claim. 

(1)   

(2)   

[Signatures  of  witnesses.] 


[If  witnessoa  sl^n  by  mark,  their  sig- 
natures must  be  attested  by  persons 
who  write.] 

Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190 , 

and  I  hereby  certify  that  the  contents  of  yie  above  declaration,  etc..  were  fully 
made  known  and  explaineii  to  the  ai)plicant  and  witnesses  before  swearing,  in- 
cluding the  words ,  erasoii,  and  the  words ,  added;  and  that  I 

have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[l.  8.] 

[Signature.] 
[Official  character.] 
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INSTRUCTIONS. 

If  the  rolls  of  the  hospital  show  employment  for  the  period  named.  It  can  he  ascer- 
tained by  this  Bureau,  and  no  other  proof  of  this  fact  will  be  required. 

If  the  Surgeon- General  has  no  record  of  the  service,  other  proof  will  he  required  as  to 
the  fact  and  period  of  service,  which  will  be  considered  in  the  foilowlnK  order:  Original 
documents,  evidence  of  surgeons  or  assistant  surgeons  in  charge  of  hospital,  hospital 
stewards  or  enlisted  men  who  were  on  duty  with  claimant  and  whose  service  is  of  record. 

Claimant's  inability  to  earn  a  support  may  be  shown  by  the  affidavit  of  her  family 
physician,  or  by  the  evidence  of  two  witnesses.  The  nature  of  the  disability  need  not  be 
named.  If,  however,  claimant  is  slxty-flve  (65)  years  of  age,  and  that  fact  is  stated  in 
her  declaration,  and  she  will  furnish  the  evidence  of  one  credible  witness  to  corroborate 
her  statement,  the  same  can  be  accepted  as  sufficient  to  show  inability  to  earn  a  support. 

If  claimant  has  married  or  remarried  since  her  service,  that  fact  should  be  shown. 

ACT  granting  pensions  to  army  nurses. 

Be  it  enacted,  dc.  That  all  women  employed  by  the  Surgeon-General  of  the  Army  aa 
nurses,  under  contract  or  otherwise,  during  the  late  war  of  the  rebellion,  or  who  were 
employed  as  nurses  during  such  period  by  authority  which  is  recognized  by  the  War 
Department,  and  who  rendered  actual  service  as  nurses  in  attendance  upon  the  sick  or 
wounded  in  any  regimental,  post,  camp,  or  general  hospital  of  the  armies  of  the  United 
States  for  the  period  of  six  months  or  more,  and  who  were  honorably  relieved  from  such 
service,  and  who  are  now  or  may  hereafter  be  unable  to  earn  a  support,  shall,  upon 
making  due  proof  of  the  fact  according  to  such  rules  and  regulations  as  the  Secretary  of 
the  Interior  may  provide,  be  placed  upon  the  list  of  pensioners  of  the  United  States  and 
be  entitled  to  receive  a  pension  of  twelve  dollars  per  month,  and  such  pension  shall  com- 
mence from  the  date  of  the  filing  of  the  application  in  the  Pension  Office  after  the  pas- 
sage of  this  act :  Provided,  That  no  person  shall  receive  more  than  one  pension  for  the 
same  period. 

Sec.  2.  That  no  fee,  compensation,  or  allowance  shall  be  paid  to,  received,  or  accepted 
by  any  agent,  attorney,  or  other  person  instrumental  In  the  prosecution  of  any  claim  for 
pension  under  this  act ;  and  any  person  who  may  make  any  claim  upon  any  applicant  for 
any  fee,  compensation,  or  allowance  shall  be  guilty  of  a  misdemeanor,  and  upon  con- 
viction shall  be  fined  not  exceeding  five  hundred  dollars,  or  imprisonment  at  hard  labor 
not  exceeding  one  year,  or  both,  in  the  discretion  of  the  court ;  and  It  shall  be  the  duty 
of  the  Interior  and  War  Departments  to  render  all  proper  aid  to  applicants  under  this 
act.     [August  6,  1892.] 


[8—026.1 
INDIAN   WABS. 

CLAIM  OF  SOLDIER  FOR  SERVICE  PENSION  UNDER  ACT  OF  JULY  27,  1898, 

AND  JUNE  27,  1902. 

State  of ,  County  of ,  ss: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and ,  per- 
sonally appeared  before  me,  a within  and  for  the  county  and  State 

aforesaid, ,  aged years,  a  resident  of ,  county  of . 

State  of ,  who,  being  duly  sworn  according  to  law,  makes  the  following 

declaration  for  the  purpose  of  obtaining  pension  under  the  acts  of  Congress 
granting  pensions  for  service  in  various  Indian  wars  of  the  United  States  from 
1817  to  1858 : 

That  he  served  under  the  name  of as  a in  Captain 

company.  Colonel , Regiment  of [State  or 

Territory]  Volunteers;  that  he  entered  said  organization  at ,  on  or  about 

the day  of ,  18—,  and  was  honorably  discharged  at ,  on  or 

about  the day  of ,  18. _,  having  served  thirty  days  or  more  in  the  war 

or  disturbance  with  the Indians  in  the  State  or  Territory  of 

That  he  also  served [make  a  full  statement  of  all  other  service, 

If  any]. 

That  he  was employed  In  the  military  or  naval  service  of  the  United 

States  otherwise  than  as  stated  above. 

That  bis  personal  description  at  date  of  first  enlistment  was  as  follows: 

Height, ;  complexion, ;  color  of  eyes, ;  color  of  hair, ; 

that  his  occupation  was ;  that  he  was  bom ,  18— ,  at . 

That  his  several  places  of  residence  since  leaving  the  service  have  been  as 
follows: [state  date  of  each  change,  as  nearly  as  possible]. 

That  he  Is married ;  that  the  maiden  name  of  his  wife,  to  whom  he  was 

married  at ,  on  the day  of ,  18—,  was ;  that  she 

is [if  dead,  state  date  of  death] ;  that  he  was  previously  married  to 

,  who [<^ed  or  was  divorced] ;  at ,  on  the day  of , 

1 
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That  he  is a  pensioner  of  the  United  States ;  that  he  has heretofoie 

applied  for  pension [state  numl}er  of  pension  certificate  or  prior 

claim,  if  any]. 

That  he  is  an  actual  and  bona  fide  resident  of  the  United  States ;  that  his  poet- 
office  address  is ,  county  of ,  State  of 


[Claimant's  signature^] 
Attest: 

(1) 

(2) 

Also  personally  appeared ,  residing  at ,  and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  that  they  were  present  and  saw 

,  the  claimant,  sign  his  name  (or  make  his  mark)  to  the  foregoing 

declaration ;  that  they  have  every  reason  to  believe  from  the  appearance  of  said 
claimant  and  their  acquaintance  with  him  of years  and years,  re- 
spectively, that  he  is  the  identical  person  he  represents  himself  to  be;  and  that 
they  have  no  interest  in  the  prosecution  of  this  claim. 


[Signatures  of  witnesses.] 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190__.  and  I 

hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully  made 
known  and  explained  to  the  applicant  and  witnesses  before  swearing,  including 

the  words ,  erased,  and  the  words .  added,  and  that  I 

have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L.  s.]  

[Slgnatnrak] 


[Official  character.] 


To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  its  seal,  a 
notary  public,  Justice  of  the  peace,  or  other  officer  authorized  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  Is  not  required  bv  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  by  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  in  Idle  Bureai 
of  Pensions  for  Kt*neral  reference. 

Testimony  in  support  of  allegations  made  In  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  inter- 
est, direct  or  indirect,  in  the  prosecution  of  the  claim. 


[3—026.] 
INDIAN    WABS. 

CLAIM   07   WIDOW    FOS    SERVICE    PENSION    UNDER    ACTS    07    JITLT   S7, 

1892,  AND  JUNE  27,  1902. 

State  of ,  County  of ,  as: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and ,  per- 
sonally appeared  before  me,  a within  and  for  the  county  and 

State  aforesaid, ,  aged years,  a  resident  of ,  county 

of ,  State  of ,  who,  being  duly  sworn  according  to  law,  makes  the 

following  declaration  for  the  punmse  of  obtaining  pension  under  the  acts  of 
Congress  granting  pensions  for  service  in  various  Indian  wars  of  the  United 
States  from  1817  to  1858: 

That  she  is  the  widow  of ,  who  served  under  the  name  of 

,  as  a in  Captain  company.  Colonel  

regiment  of [State  or  Territory]  Volunteers ;  that  he  entered  said  organi- 
zation at on  or  about  the day  of ,  18—,  and  was  honorably 

discharged  at on  or  about  the day  of ,  18—,  having  served 

thirty  days  or  more  in  the  war  or  disturbance  with  the Indians  In  the 

State  or  Territorj'  of 

That  he  also  served [make  a  full  statement  of  all  other  serrlce, 

if  any]. 

That  to  the  l)e8t  of  lier  knowletige  and  belief  he  was employed  in  ttie 

military  or  naval  service  of  the  United  States  otherwise  than  as  stated  abOTe. 
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That  she  became  acquainted  with  him  about  the  year  18-. ;  that  his  personal 

description  at  that  date  was  as  follows :  Age, ;  height, ;  complexion, 

;  color  of  eyes, ;  color  of  hair, ;  that  his  occupation  was 

;  that  he  was  bom  at . 

That  his  several  places  of  residence  after  leaving  the  service  were  as  follows : 
[state  date  of  each  change,  as  nearly  as  possible]. 

That  she  was  married  under  the  name  of to  said  soldier  at 

on  the day  of ,  18—,  by ;  that  there  was  no  legal 

barrier  to  the  marriage ;  that  she  had been  previously  married ;  that  the  sol- 
dier had been  previously  married [if  there  was  a  prior  mar- 
riage of  either,  the  date  and  place  of  death  or  divorce  of  former  consort  or  con- 
sorts should  be  stated]. 

That  the  soldier  died ,  18—,  at ;  that  she  was  not  divorced 

from  him;  that  she  has remarried  since  his  death [if  remar- 
ried, the  date  and  place  of  remarriage  should  be  stated]. 

That  she  has heretofore  applied  for  pension  [if  prior 

application  has  been  made,  the  number  thereof,  the  service  on  which  it  was 
based,  and  the  name  of  the  soldier  should  be  stated]. 

That  she  is  an  actual  and  bona  fide  resident  of  the  United  States ;  that  her 
post-office  address  is ,  county  of ,  State  of 


[Claimant's  signature.] 
Attest: 

(1)  

(2) 

Also  personally  appeared ,  residing  at ,  and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  that  they  were  present  and  saw 

,  the  claimant,  sign  her  name  (or  make  her  mark)  to  the  foregoing 

declaration ;  that  they  have  every  reason  to  believe,  from  the  appearance  of  said 

claimant  and  their  acquaintance  with  her  of years  and years, 

respectively,  that  she  is  the  identical  person  she  represents  herself  to  be,  and 
that  they  have  no  interest  in  the  prosecution  of  this  claim. 

mm  ^  ^  ^  ^  ^«B  ^  ^  «W^  ^  mm  ^  m^  mm  «^  ^m»  ^« 

[Signatures  of  witnesses.] 

Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190— ;  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully  made 
known  and  explained  to  the  applicant  and  witnesses  before  swearing,  including 

the  words  __ , ,  erased,  and  the  words ,  added;  and  that 

I  have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

—————— — — — — — — — — » 

[Signature.] 

[Official  character.] 

To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  its  seal,  a 
notary  public,  Justice  of  the  peace,  or  other  officer  authorized  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  bv  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  bv  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  in  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  in  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  inter- 
est, direct  or  indirect.  In  the  prosecution  of  the  claim. 


[3—034.1 

MEXICAN   WAB  PENSION. 

[Act  of  January  29,  A.  D.  1887.] 
DECLARATION  OF  SUSYIYOR  FOR  PENSION. 

State  of ,  County  of ,  as: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and .  per- 
sonally appeared  before  me, ,  a  resident  of ,  in  the  county  of 

8.  Doc.  396,  69-2,  pt.  2 6 


66  BTJIiES  AND  BEGTTLATIONSi  DBPABTMENT  OF  INTEBIOB. 

,  in  the  State  of ,  who,  being  by  me  first  duly  sworn  according  to 

law,  deposes  and  says : 

I  am  the  identical who  served  under  the  name  of 

as  a in  the  company  commanded  by  Captain ,  In  the 

regiment  of [if  in  naval  service,  name  vessel,  etc],  commanded  by . 

In  the  war  with  Mexico;  that  I  enlisted  at ,  on  or  about  the day  of 

,  A.  D. ,  for  the  term  of ,  and  was  honorably  discharged  at 

,  on  the day  of ,  A.  D.  18— 

First  group  of  facts  which  toiU  entitle  to  pension. 

That,  being  duly  enlisted  as  aforesaid,  I  actually  served  sixty  days  with  the 
Army  or  Navy  of  the  United  States  in  Mexico,  or  on  the  coast  or  frontier  thereof, 
or  en  route  thereto,  in  the  war  with  that  nation,  which  service  was  as  follows: 

(a)  That  I  am years  of  age,  having  been  bom  at , ,  on  the 

day  of ,  18— 

(or  h)  That  I  am  dependent  on  others  than  those  legally  bound  for  my  sup- 
port for  my  livelihood ;  that  I  have  been  so  dependent  sSice ,  and  that  the 

upon  whom  I  am  dependent  is ,  of ,  who  has  afforded 

me  the  following  support:  [Here  describe  what  has  been  done  for  your  support] 

(or  c)  That  I  am  disabled  by  reason  of ,  which  said  disability  was  not 

incurred  while  in  any  manner  voluntarily  engaged  in  aiding  or  abetting  the  late 
rebellion  against  the  authority  of  the  United  States,  but  that  said  disability  was 

incurred  at ,  on  or  about  the day  of ,  A.  D. ,  in  manner 

as  follows : 

Second  ffroup  of  facts  which  will  entitle  to  pension. 

That,  being  so  actually  enlisted  as  aforesaid — 

(a)  That  I  am years  of  age,  having  been  bom  at ,  on  the day 

of ,  A.  D.  18— 

{or  h)  I  was  actually  engaged  in  battle  with  the  enemy  in  the  war  with 
Mexico,  to  wit :  In  the  battle  of ,  on  the day  of ,  18— 

{or  c)  That  I  am  dependent  on  others  than  those  legally  bound  for  my  sup- 
port for  my  livelihood;  that  I  have  been  so  dependent  since ,  and  that  the 

upon  whom  I  am  dependent  is ,  of ,  who  has  afforded 

me  the  following  support:  [Here  describe  what  has  been  done  for  your  support] 

{or  d)  That  I  am  disabled  by  reason  of ,  which  said  disability  was  not 

incurred  while  in  any  manner  voluntarily  engaged  in  aiding  or  abetting  the  late 
rebellion  against  the  authority  of  the  United  States,  but  that  said  disability  was 

incurred  at ,  on  or  about  the day  of ,  18—,  in  manner  as 

follows: 

Third  group  of  facts  which  will  entitle  to  pension, 

I  was  personally  named  in  a  resolution  of  Congress  for  a  specific  service  In 
said  war,  to  wit:  In  the  resolution  of  the day  of ,  18— 

(a)  That  I  am years  of  age,  having  been  bom  at , ,  on  the 

day  of .  18— 

{or  h)  That  I  am  dependent  on  others  than  those  legally  bound  for  my  sup- 
port for  my  livelihood;  that  I  have  been  so  dependent  since ,  and  that  the 

upon  whom  I  am  dependent  Is .  of ,  who  has  afforded 

me  the  following  support:  [Here  describe  what  has  been  done  for  your  support] 


{or  c)  That  I  am  disabled  by  reason  of ,  which  said  disability  was  not 

incurred  while  in  any  manner  voluntarily  engaged  In  aiding  or  abetting  the  late 
rebellion  against  the  authority  of  the  United  States,  but  that  said  disability  was 
incurred  at ,  on  or  about  the day  of ,  18—,  in  manner  as  fol- 
lows:    

That  I  am married :  that  the  maiden  name  of  my  wife  was . 

to  whom  I  was  married  at ,  in  the  State  of ,  on  the day  of 

,  A.  D. ;   that  my  wife  is  now ,  having  died  on  the day 

of ,  A.  D. ,  at In  the  State  of ;    that  I  have — 

since  remarried ;  that  the  name  of  my  present  wife  is 


PBKSI0N8  AND  BOTTKTT  lANDB.  67 

That  In  sapport  and  proof  of  my  right  to  pension  I  tender  herewith,  under  the 
regulations  prescribed  by  the  Secretary  of  the  Interior,  the  following  evidence : 
,  and  the  affidavits  of 

That  I  have heretofore  made  application  for  pension  or  bounty  land, 

which  said  claim  is  No. 

That  I  am a  pensioner  of  the  United  States  under  certificate  No. ,  at 

the  rate  of dollars  per  month.    That  since  my  discharge  from  said 

service  I  have  resided  as  follows,  to  wit : 


[Claimant  sign  here.] 
Witnesses : 


State  of ,  County  of ,  88: 

Before  me, ,  a ,  on  this day  of ,  A.  D. , 

personally  appeared ,  known  to  me  as  the  person  descril)ed  in  and 

who  signed  and  executed  the  foregoing  declaration  for  pension,  and  whom  I 
certify  to  be  a  credible  person  and  of  good  repute  for  truth  and  veracity  in  the 
conmiunity  in  which  he  lives,  who,  being  by  me  first  duly  sworn,  deposes  and 
says  that  he  has  read  [if  claimant  can  not  read,  read  to  him  and  so  state  in 
acknowledgment]  the  foregoing  declaration  and  knows  the  contents  thereof, 
and  that  all  of  the  facts  therein  stated  are  true. 

[L.  s.]  


To  be  executed  before  some  officer  of  a  conrt  of  record  taaylDf?  cti^tody  of  its  seaU  a 
notary  public.  Justice  of  the  peace,  or  other  officer  authorized  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  bv  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  by  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  be<m  filed  in  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  in  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  inter- 
est, direct  or  Indirect,  in  the  prosecution  of  the  claim. 


[8—036.] 
MEXICAN  WAB. 

CLAIM  OF  WIDOW  FOR  SERVICE  PENSIOIT  VHDER  ACT  OF  JAHUARY  29, 

1887. 

(See  requirements.) 

State  of ,  County  of ,  as: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and , 

personally  appeared  before  me,  a within  and  for  the  county  and  State 

aforesaid, .  aged years,  who.  being  duly  sworn  according  to 

law,  declares  that  she  is  the  widow  of ,  deceased,  who  was  the 

identical  person  who  served  under  the  name  of .  as  a ; in  the 

company  commanded  by  Capt ,  in  the Regiment [if 

in  the  Navy,  name  vessels],  commanded  by ,  in  the  Mexican  war; 

tliat  he  enlisted  at on  or  about  the day  of ,  A.  D.  18—, 

and  was  discharged  at ,  on  the  —  day  of ,  A.  D.  18__ ;  that  he  also 

served  in  Capt Co., Regt Vols.,  from ,  18—., 

to ,  18—;  that  he  was  engaged  in  the  following-named  battles: ; 

that  he  was otherwise  employed  in  the  military  or  naval  service  of  the 

United  States;   that  he  also  served  in  the  war  of  the  rebellion  in  Co. , 

Regt. 

That  at  the  time  of  entering  the  service  claimed  for,  her  said^  husband  was 

years  of  age, feet inches  in  height,  with eyes, 

hair, complexion,  by  occupation  a ,  and  that  he  was  bom  at , 

county  of ,  State  of 

That  after  leaving  the  service  he  resided  at , years,  at , 

.»..  years,  at , years,  and  at — 
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That  she  was  married  to  him  on  the day  of ,  A.  D.  18__,  at , 

by ,  a ,  under  the  name  of ;   that  he  had  (or 

had  not)  been  previously  married  to ,  who on  the day 

of ,  A.  D.  18— ;    that  she  had   (or  had  not)   been  previously  married 

to ,  who on  the day  of ,  18-_ 

That  her  said  husband  died  at ,  on  the day  of ,  A.  D.  18—; 

that  she  has  (or  has  not)  since  remarried. 

That  she  is years  of  age,  and  was  born  on  the day  of ,  A.  D. 

18—,  at 

That  she  has  been  dependent  for  support  (wholly  or  In  part)  since , 

A.  D.  18—,  ui)on not  legally  bound  for  her  support ;   that  she  o\^-ns 

real  estate  as  follows: and  personal  property  as  follows: and 

that  her  income  from  all  sources  except  her  own  labor  is dollars  per 

year. 

That  she  has heretofore  made  application  for  pension ;  that  the  num- 
ber of  her  claim  is 

That  she  is a  pensioner  of  the  United  States  by  certificate  No. ; 

that  she  has made  application  for  bounty  land,  the  number  of  her 

land  warrant  being ;  that  her  husband  did make  application  for  pen- 
sion, the  number  of  his  claim  being ;  that  her  husband  was a  pen- 
sioner of  the  United  States  under  certificate  No.  __ ;   that  he  did make 

application  for  Iwunty  land,  the  number  of  his  warrant  being 

That  she  makes  this  application  for  the  puri)ose  of  obtaining  a  pension  under 
the  provisions  of  the  act  approved  January  29,  1887,  and  hereby  appoints 
of ,  her  true  and  lawful  attorney. 

That  her  post-office  address  is  No. , street  (city  or  town  of) , 

county  of ,  State  of 


[Signature  of  claimant  in  full.] 
Attest : 


Also  personally  appearo<i ,  aged years,  residing  at 

and ,  aged years,  residing  nt ,  persons  whom  I  certify  to 

be  respectable  and  entitled  to  credit,  and  who,  being  by  me  duly  sworn,  say  that 
they  liavo  known  the  said for years  and years,  respec- 
tively :  that  tliey  were  i)resent  and  saw  her  sign  her  name  (or  make  her  mark) 
to  the  foregoing  declaration ;  that  they  have  every  reason  to  believe,  and  do 
believe  from  tlie  ai)pearance  of  said  claimant,  and  from  their  personal  acquaint- 
ance with  her,  that  she  is  the  identical  i)erson  she  represents  herself  to  be,  and 
that  they  have  no  interest  in  the  prosecution  of  this  claim. 


[Signatures  of  Identifying  witnenses.] 


[If  either  witness  sipn  by 
mark,  two  persons  whi> 
write     must     sign     here,  | 

Subscril)ed  and  sworn  to  before  nie  tliis day  of ,  A.  D.  190 :  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  read  and 
explained  to  the  applicant  and  witnesses  before  swearing,  including  the  words 

,  added,  and  the  words ,  erased ;  and  that  I  have  no  interest,  direct 

or  indirect,  in  the  prosecution  of  this  claim. 

[l,  8.]  * 


[Offlflal  character.] 
REQUIREMENTS. 


A  full  and  ex])licit  reply  is  reqnin'd  to  all  questions  indicated  by  this  blank. 

Tills  declaration  and  all  ovidencc  njust  be  exe<*uted  before  some  ofllcer  au- 
thorized to  administer  oaths  for  general  purposes.  The  oflficial  character  and 
signature  of  any  oflieer  not  re<iuired  by  law  to  use  a  seal  must  be  certified  by 
the  clerk  of  the  proper  court,  giving  dates  of  beginning  and  close  of  official  term. 

Claimants  under  this  act  are  entitled  to  pension  from  the  day  (on  or  after 
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January  29.  1887)  on  which  they  become  62  years  of  age,  or  from  the  beginning 
of  any  period  after  January  28,  1887,  and  before  arriving  at  that  age,  if  de- 
pendent. 

The  claimant  and  witnesses  should  state,  under  oath,  claimant's  means  of 
subsistence,  whether  the  claimant  has  in  possession  any  proi)erty,  real  or 
personal,  and,  if  so,  clearly  describe  the  same,  carefully  state  its  value,  and  the 
annual  income  derived  therem)m,  and  from  all  other  sources,  excluding  income 
derived  from  her  own  labor.  Evidence  regarding  proi)erty.  income,  and  means  of 
subsistence  should  cover  the  entire  period  from  January  20,  1887,  or  date  of 
soldier's  death,  to  date  of  arrival  at  62  years  of  age  or  to  the  present  time. 

Record  or  other  competent  evidence  of  the  marriage  of  a  widow  claimant  to 
the  soldier  should  be  furnished. 

If  either  claimant  or  soldier  were  previously  married,  proof  of  death  or  di- 
vorce from  former  consort  or  consorts  should  be  furnished. 

Record  or  other  competent  evidence  of  the  fact  and  date  of  death  of  the  soldier 
should  be  furnished. 

It  should  be  shown  by  competent  testimony  whether  a  widow  making  applica- 
tion has  remarried  since  the  soldier's  death. 

State  full  name  and  post-office  address,  give  name  of  town,  county,  and  State, 
with  street  and  number  if  residing  in  a  city. 

Witnesses  must  state  their  ages  and  means  of  knowledge. 


[8—0.37.) 
DECLABATION  OF  A  WIDOW   FOR   ACCRTTED   PENSION. 

State  of ,  County  of ,  ss: 

On  this day  of ,  A.  D.  one  thousand  nine  hundred  and '. , 

personally  appeared  before  me,  a within  and  for  the  county  and 

State  aforesaid. ,  aged years,  a  resident  of ,  county 

of ,  State  of ,  who,  being  duly  sworn  according  to  law,  makes  the 

following  declaration  in  order  to  obtain  the  pension  which  had  accrued  to  her 
husband,  named  below,  at  the  time  of  his  death. 

That  she  is  the  widow  of ,  who  served  as in [state 

rank  and  designation  of  organization  or  name  of  vessel  1,  and  who  was  a  pen- 
sioner of  the  United  States  by  certificate  No. ,  on  the  roll  of  the  pension 

agency  at ;   that  the  last  payment  of  his  j)ension  was  made  to  the 

day  of .  190— ;  that  he  died  on  the day  of ,  190__ 

That  she  was  married  under  the  name  of to  said  pensioner  at 

on  the day  of ,  18_-,  by ;    that  there  was  no 

legal  barrier  to  the  marriage;   that  she  had b(»on  previously  married;  that 

the  soldier  had been  previously  married.     [if  there  was  a 

prior  marriage  of  either,  the  date  and  place  of  death  or  divorce  of  former  con- 
sort or  consorts  should  be  stated.] 

That  her  po8t-offlc*e  address  is ,  county  of ,  State  of 


[Applicant's  signature.] 
Attest : 

(1) J 

(2) 

Also  personally  appoartnl ,  residing  at ,  and . 

residing  at ,  i>ersons  whom  I  certify  to  be  respe<*table  and  entitled  to 

'^redit,  and  who,  being  by  me  duly  sworn,  say  they  were  i)re8ent  and  saw 

,  the  claimant,  sign  her  name  (or  make  her  mark)  to  the  foregoing  dec- 
laration:   and  tliat  they  have  every  reason  to  believe,  from  the  appearance  of 

said  claimant  and  their  acquaintance  with  her  of years  and 

years,  respectively,  that  she  is  the  identical  person  she  represents  herself  to  be : 
and  that  they  have  no  interest  in  the  prosecution  of  this  claim. 


[Signatures  of  witnesses.] 


Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  100—,  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully  made 
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■ 

known  and  explained  to  the  applicant  and  witnesses  before  swearing,  including 

the  words erased,  and  the  words ,  added ;  and  that  I 

have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 
[L.  s.]  

[Signature.] 

*  [Official  character.] 

To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  its  seal,  a 
notary  public,  justice  of  the  peace,  or  other  officer  authorized  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  by  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  by  the  proper  State,  county 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  in  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  in  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  inter- 
est, direct  or  indirect,  in  the  prosecution  of  the  claim. 

The  evidence  indicated  below  should  accompany  the  declaration : 

1.  A  verified  copy  of  the  public  record,  or,  if  no  such  record  exists,  the  testimony  of 
the  attending  physician  or  or  credible  witnesses,  showing  the  date  of  the  soldier's  death. 

2.  A  verlfled  copy  of  the  public  or  church  record  oi  the  claimant's  marriage  to  the 
soldier,  or.  if  no  such  record  exists,  the  affidavit  of  the  person  who  performed  the  cere- 
mony, or,  if  that  can  not  be  procured,  the  testimony  of  credible  persons  who  were  present 
at  the  marriage,  showing  the  date  thereof. 

8.  If  the  claimant  or  soldier  had  been  previously  married,  the  death  or  divorce  of  the 
former  husband  or  wife  should  be  proved — in  case  of  death  by  a  verified  copy  of  the 
public  record ;  or,  if  no  such  recora  exists,  by  the  testimony  of  credible  witnesses ;  in 
case  of  divorce,  by  a  certified  copy  of  the  decree  of  the  court.  If  there  was  no  prior 
marriage  of  either  party,  the  fact  snould  be  shown  by  the  testimony  of  credible  witnesses. 

4.  Testimony  of  credible  witnesses  showing  whether  the  claimant  lived  with  the  sol- 
dier to  the  date  of  his  death ;  and  if  not.  whether  she  was  divorced  from  him. 

Copies  of  records  should  be  attested  by  the  officer  having  custody  thereof;  and  if  he 
has  no  seal  by  which  to  authenticate  his  signature,  the  attestation  should  be  under  oath. 

Witnesses  must  state  their  post-office  addresses,  ages,  and  means  of  knowledge  of  the 
facts  to  which  they  testify ;  and  write  their  names  immediately  after  their  statements, 
leaving  no  blank  space  over  their  signatures:  and  it  should  appear  in  the  jurats  that 
they  knew  the  contents  of  their  affidavits,  and  that  erasures  or  alterations,  if  any,  were 
made  before  the  oath  was  administered. 


13—038.] 
APPLICATION  POR  ACCRUED  PENSION   (MINORS). 

State  of ,  County  of ,  88: 

On  this day  of ,  19—,  personally  appeared ,  who, 

heing  duly  sworn,  declares  that ,  deceased,  was  granted  a  pension 

by  certificate  No. ,  payable  by  the  pension  agent  at ,  which  certificate 

is  herewith  surrendered  (if  not,  state  why  not), :  that  said  pensioner 

died  on  the day  of ,  19__,  having  been  last  paid  to  include  the 

day  of ,  19_- ;  and  that  application  is  hereby  made  for  the  pension  which 

had  accrued  up  to  the  date  of  the  i)en8loner's  death. 

further  swear  to  the  truth  of  the  following  statements: 

If  the  deceased  was  pensioned  as  an  invalid,  state  whether  he  was  paid  or 
employed  in  the  Army,  Navy,  or  Marine  Service  t)f  the  United  States  subsequent 
to  the  date  to  which  the  pension  was  paid.     

If  pensioned  as  a  widow,  state  whether  she  had  remarried,  giving,  if  she  had, 
the  date  and  the  husband's  name.  C^ive  also  the  number  of  children  for  whom 
she  was  granted  $2.00  \)er  month  additional,  and  the  names  and  dates  of  death 
of  any  of  these  who  liave  since  died.     

If  the  deceased  was  pensioned  as  a  father  or  mother,  state  whether  depend- 
ence continued  till  death,  and  whether  mother  had  remarried.     

If  the  deceasc^d  was  a  male  i>eusloner,  state  whether  he  left  a  widow,  giving,  if 
he  did,  the  date  of  her  death.     

further  swear  that  the  following  are  the  names,  with  the  dates  of  birth, 

or  the  dates  of  death,  of  all  the  children  left  by  the  deceased  pensioner  who 
were  under  sixteen  at  i)ension€»r*s  death,  viz: 

The  affiant's  residence  is  (give  street  and  number) , ,  and 

post-office  address  is 


[Signatures  of  affiants.] 
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Also  personally  appeared and ,  residing  at , 

who,  being  duly  sworn,  make  oath  that  they  were  present  and  saw 

sign name  (malse maris)  to  the  foregoing  declaration;  that  they  know 

that  the  widow  is  dead,  and  that  the  above-named  children  are  the  legitimate 

children  of ,  who  died  on  the day  of ,  19—.  and  the 

dates  of  birth  and  death  of  said  children  to  be  as  above  stated ;  and  that  their 
means  of  knowledge  as  to  the  date  of  the  pensioner's  death,  as  to  the  fact  of 
the  widow's  death,  and  as  to  the  legitimacy,  ages,  and  death  of  the  children  are 
as  follows: 


[Signatures  of  witnesses.] 


Subscribed  and  sworn  to  before  me  on  this day  of ,  19—,  and  I 

certify  that  the  affiants  are  reputable  persons;  that  they  know  the  contents  of 
their  depositions,  and  that  their  statements  are  entitled  to  full  faith  and  credit 
I  further  certify  that  I  have  no  interest,  direct  or  indirect,  in  the  above  claim. 


[Signature.] 
[Official  character.] 

When  the  applicant  la  a  guardian,  letters  of  guardianship  should  be  furnished. 

To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  its  seal,  a 
notary  public,  Justice  of  the  peace,  or  other  officer  authorized  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  bv  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  bv  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  in  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  in  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  inter- 


it^  direct  or  indirect,  in  the  prosecution  of  the  claim. 


Lt  it  deairable  that  the  witnesses  should  be  able  to  write  their  own  names ;  if  not,  their 
marks  should  be  witnessed. 


[8—006.1 
DECLARATION  OF  WIFE  UNDER  ACT  OF  ICARCH  8,  1899. 

Statb  of ,  County  of ,  as: 

On  this day  of ,  A.  D.  190_..,  personally  appeared  before  me,  a 

within  and  for  the  county  and  State  aforesaid,   , 

aged years,  a  resident  of ,  county  of ,  State  of ,  who, 

being  duly  sworn  according  to  law,  makes  the  following  declaration  under  the 
act  of  March  3,  1899,  In  order  to  obtain  one-half  of  the  pension  due  or  to  become 

due  her  husband, ,  who  is  a  resident  pensioner  of  the  United  States, 

and  who  * 

That  her  husband  served  as  a [rank]  in  Co. ,  reg. [here 

give  full  service  of  husband],  and  is  pensioned  under  certificate  number 

That  she  was  married  under  the  name  of to  said at 

,  on  the day  of ,  1 ,  by 

That  she  has  not  been  divorced  from  her  said  husband ;  that  she  is  a  woman 
of  good  moral  character  and  in  necessitous  circumstances,  and  is an  in- 
mate of  any  institution  or  home  provided  for  the  wives  or  children  of  soldiers 
and  sailors. 

That  she  hereby  appoints [if  she  desires  to  employ  an  attor- 
ney], of ,  her  true  and  lawful  attorney,  to  prosecute  this  claim. 

That  her  post-office  address  is ,  county  of ,  State  of 


[Claimant's  signature.] 
Attest : 

(1)   

(2)   

Also  personally  appeared ,  residing  at ,  and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  they  were  present  and  saw 

,  ^e  claimant,  sign  her  name  (or  make  her  mark)  to  the  foregoing  decla- 
ration; that  they  have  every  reason  to  beHeve,  from  the  appearance  of  said 


i 
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claimant  and  tbelr  acquaintance  with  her  of years  and yeair, 

respectively,  that  she  Is  the  Identical  person  she  represents  herself  to  be;  and 
that  they  have  no  Interest  in  the  prosecution  of  this  claim. 

[Signature!  of  witnesses.] 

Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190 ,  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully  made 
known  and  explained  to  the  applicant  and  witnesses  before  swearing,  including 

the  words ,  erased,  and  the  words .  added ;  and  that 

1  have  no  interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L.  8.]  

[Signature.] 

[Official  character.] 
NOTES. 

^1.  If  claim  is  based  upon  the  first  (desertion)  proviso  of  the  act,  specifically  allege 
desertion,  with  date. 

2.  If  claim  is  based  on  the  second  or  third  (Soldiers'  Home)  provisos  of  the  act, 
specifically  allege  that  fact,  stating  name  and  location  of  Home. 

3.  Make  both  allegations  if  the  facts  warrant  It. 

4.  In  Soldiers'  Home  cases  evidence  of  desertion  is  not  required. 

To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  its  seal,  a 
notary  public,  justice  of  the  peace,  or  other  officer  authorised  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  by  law  to  have  and  use  a  seal,  his  ofncial 
character,  signature,  and  term  of  office  must  be  certified  by  the  proper  State,  county 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  in  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  in  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  inter- 
est, direct  or  Indirect.  In  the  prosecution  of  the  claim. 


[3—011.1 
DECLABATION  OF  MINOB  CHILbBEN  UHDEB  ACT  OF  XABOH  8,  1899. 

State  of ,  County  of ,  88: 

On  this day  of ,  A.  D.  190—,  personally  appeared  before  me,  a 

within  and  for  the  county  and  State  aforesaid, ,  a  resident 

of ,  county  of !_,  State  of .  aged yeai-s,  who,  being  duly 

sworn  according  to  law,  makes  the  following  declaration  as  the  guardian  of  the 
minor  children  hereinafter  named,  in  order  to  obtain  one-half  of  the  i)ension  due 

or  to  become  due  their  father, ,  who  is  a  resident  pensioner  of  the 

United  States,  and  who [If  an  inmate  of  a  State  or  National  Soldiers' 

Home,  the  name  and  location  of  the  Home  should  be  fully  stated.  If  not  an 
Inmate  of  a  Soldiers'  Home,  but  the  pensioner  has  deserted  his  legitimate  minor 
children  for  a  period  of  over  six  months,  the  facts  should  be  fully  stated  here.] 

That  said  pensioner  served  as  a [rank!  in [give  full  service  of 

father]  and  is  pensioned  by  certificate  number ,  and  has  the  following- 
named  legitimate  ciiildren,  who  are  now  living  and  under  sixteen  years  of  age, 
to  wit : 

born ,  18-_,  at 

born ,  18—,  at 

born 18—,  at 

lK)rn 18—,  at 

born 18--,  at 

.  l)orn ,  18-_,  at 

That  the  father  was  married  to  the  mother  of  said  children  at on  the 

day  of ,  A.  D.  1 ,  by ;  that  there  was  no  legal 

barrier  to  said  marriage. 

Tliat  the  i^nsioner  has  no  lawful  wife  living,  and  that  said  children  are  the 
only  legitimate  children  of  i)en8ioner  who  are  now  under  sixteen  years  of  age. 

That  said  children  are inmates  of  any  Institution  or  home  provided 

for  the  wives  and  children  of  soldiers  and  sailors. 

That  h—  post-office  address  Is ,  county  of ,  State  of 


[Claimant's  signature.] 
Attest . 

(1)    

(2)    
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Also  personally  appeared ,  residing  at »  and » 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  they  were  present  and  saw 

,  the  claimant,  sign  h..  name  (or  make  h mark)  to  the  foregoing 

declaration ;  that  they  have  every  reason  to  believe,  from  the  appearance  of  said 

claimant  and  their  acquaintance  with  h..  of years  and years, 

respectively,  that is  the  Identical  person represents self  to  be;  and 

that  they  have  no  interest  in  the  prosecution  of  this  claim. 

[Signatores  of  witnefwea.] 

Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  190..,  and 

I  hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully  made 
known  and  explained  to  the  applicant  and  witnesses  before  swearing,  including 

the  words ,  erased,  and  the  words ,  added;  and  that  1  have  no 

interest,  direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L.  S.]  

[Signature.] 

[Official  character.] 

To  be  executed  before  some  officer  of  a  court  of  record  having  custody  of  its  seal,  a 
notary  public,  justice  of  the  peace,  or  other  officer  authorised  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  bv  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  term  of  office  must  be  certified  by  the  proper  State,  county, 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  filed  in  the  Bureau 
of  Pensions  for  general  reference. 

Testimony  in  support  of  allegations  made  in  a  declaration  may  be  taken  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  snail  disclaim  any  Inter- 
est, direct  or  indirect,  in  the  prosecution  of  the  claim.* 


[3—020.1 
DECLABATION    OF    PERHANENTLY    HELPLESS    AND    SEPEHDEHT    CHILD. 

[Under  act  of  March  8,  1899.] 

State  of ,  County  of ,  88: 

On  this dJiy  of ,  A.  D.  19—,  personally  appeared  before  me,  a 

within  and  for  the  county  and  State  aforesaid, ,  aged years, 

who,  bein^  duly  sworn  according  to  law,  makes  the  following  declaration  as 
the  gunrdinn   of   the   permanently    helpless  and   dependent   child   hereinafter 

named,  in  order  to  obtain  one-half  of  the  pension  due  or  to  become  due  h 

father, ,  who  is  a  resident  pensioner  of  the  United  States,  and 

who flf  an  Inmate  of  a  State  or  National  Soldiers*  Home,  the  name 

and  location  of  the  Home  should  be  fully  stated.  If  not  an  Inmate  of  a  Soldiers' 
Home,  but  the  pensioner  has  deserted  his  permanently  helpless  and  dependent 
child  for  a  period  of  over  six  months,  the  facts  should  be  fully  stated  here.] 

That  said  pensioner  served  as  a [rank]  in [give  full  service  of 

father],  and  Is  i)ensioned  by  certificate  number 

That  said  child [name]   Is  the  legitimate  child  of  the  pensioner. 

and  is  at  the  present  time  suffering  from ,  which  said  disability  to  h best 

knowledge  and  belief  is  permanent  In  its  character  and  renders  the  said  child 
permanently  helpless. 

That  said  child  was  bom  on day  of ,  A.  D.  1 ,  and  is  de- 

r)endent  on  h__  father  for  support. 

That  the  father  was  married  to  the  mother  of  said  child  at ,  on  the 

day  of .  A.  D.  1 — ,  there  being  no  legal  barrier  to  such  marriage,  and 

that  said  i)ensioner  has  no  lawful  wife  living. 

That  there  are legitimate  children  of  said  soldier  now  living  under  the 

age  of  sixteen  years;    that  said  permanently  lielpless  and  dependent  child  is 

an  inmate  of  an  Institution  or  home  provided  for  the  wives  and  children  of 

soldiers  and  sailors. 

That  h_-  i>ost-oflfice  address  Is ,  county  of ,  State  of 


Attest : 

(1) 
(2) 
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Also  personally  appeared ,  residing  at ,  and , 

residing  at ,  persons  whom  I  certify  to  be  respectable  and  entitled  to 

credit,  and  who,  being  by  me  duly  sworn,  say  they  were  present  and  saw 
,  the  claimant,  sign  h name  (or  make  h mark)  to  the  fore- 
going declaration ;  that  they  have  every  reason  to  believe,  from  the  appearance 

of  said  claimant  and  their  acquaintance  with  h._  of years  and years 

respectively,  that is  the  identical  person  h..  represents  h.-seif  to  be^ 

and  that  they  have  no  interest  in  the  prosecution  of  this  claim. 

[Slgoatures  of  witnesses.] 

Subscribed  and  sworn  to  before  me  this day  of ,  A.  D.  19 ,  and  I 

hereby  certify  that  the  contents  of  the  above  declaration,  etc.,  were  fully  made 
known  and  explained  to  the  applicant  and  witnesses  before  swearing,  including 
the  words ,  erased,  and  the  words ,  added;  and  that  I  have  no  in- 
terest, direct  or  indirect,  in  the  prosecution  of  this  claim. 

[L.     s.]  

[  Signs  turA.] 

[Official  cbsrscter.] 

To  be  executed  before  some  officer  of  s  court  of  record  hsving  custody  of  its  seal,  s 
notary  public,  justice  of  the  pence,  or  other  officer  authorized  to  administer  oaths  for  gen- 
eral purposes.  If  such  officer  is  not  required  by  law  to  have  and  use  a  seal,  his  official 
character,  signature,  and  terms  of  office  must  be  certified  by  the  proper  State,  couoty. 
or  city  officer  under  his  official  seal,  unless  such  a  certificate  has  been  nled  in  the  Bureau 
of  I'ensions  for  general  reference. 

Testimony  in  support  of  allegations  made  in  a  declaration  may  be  made  before  any 
officer  whose  authority  and  signature  are  duly  certified,  and  who  shall  disclaim  any  inter- 
est, direct  or  indirect.  In  the  prosecution  of  the  claim. 
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OKSEBS  BELATDTO  TO  OBOAITIZATIOV,  CONDTTCT  OF  BTTSIHESS, 

Am)  METHODS  OF  BTJBEAIT. 

OBDEB  no.  1.— ASSIOHIIENT  0?  STTCISS. 

For  the  convenient  transaction  of  the  business  of  the  Bureau  the 
following  assignment  of  duties  is  made : 

1.  The  following-named  divisions  will  be  under  the  immediate 
supervision  of  the  Commissioner:  Appointment  division,  medical 
division,  law  division,  board  of  review,  special-examination  division, 
certificate  division  and  finance  division,  and  the  rating  section. 

All  cases  involving  intricate  questions  of  law  or  of  fact,  and  all 
cases  involving  a  first  payment  of  $1,000  or  more,  shall  be  brought 
to  the  attention  of  the  Commissioner  for  his  personal  consideration 
and  action. 

2.  The  First  Deputy  Commissioner  will  supervise  the  business 
arising  in  the  following-named  divisions:  Eastern  division,  south- 
em  division,  and  old  war  and  navy  division. 

3.  The  Second  Deputy  Commissioner  will  supervise  the  business 
arising  in  the  following-named  divisions:  Middle  division  and  west- 
em  division. 

4.  The  chief  clerk  will  have  the  supervision  of  the  business  of  the 
following-named  divisions:  Record  division,  stationery  division, 
mail  division,  the  admitted  files,  and  the  abandoned  files.  He  will 
also  have  the  general  supervision  of  the  business  of  the  Bureau  and 
see  that  it  is  conducted  in  an  orderly  and  business-like  manner,  and 
take  care  that  proper  discipline  is  maintained,  reporting  immediately 
to  the  Commissioner  any  neglect,  miscpnduct,  or  inefficiency  of  the 
employees  of  the  Bureau.  He  will  have  immediate  control  and  su- 
pervision of  all  clerks  and  employees  not  specially  assigned  to  any 
of  the  divisions,  as  well  as  the  general  oversight  of  the  clerical  force 
of  the  Bureau.  He  shall  receive  from  the  chiefe  of  division  a  monthly 
report  of  the  condition  of  the  work  in  their  respective  divisions,  and 
shall  make  a  consolidated  report  to  the  Commissioner  at  the  end 
of  each  month,  showing  the  condition  of  the  business  of  the  Bureau 
and  its  clerical  force.  All  requests  for  the  return  of  photographs, 
family  Bibles,  and  other  personal  papers  which  have  served  their  pur- 
pose as  evidence  will  be  sent  to  the  chief  clerk  for  his  consideration, 
and  he  will,  when  deemed  proper,  cause  a  copy  of  the  evidence  or 
paper  to  be  made,  compared,  and  put  in  its  proper  place  in  the  case 
m  lieu  of  the  original,  and  return  the  original  paper  to  the  owner. 
The  chief  clerk  will  also  keep  on  file  the  original  orders  and  rulings 
of  the  Commissioner. 
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ORDEB  NO.  2.— ORGANIZATION  OF  BUBEAU. 

The  organization  of  the  Bureau  shall  consist  of  the  following- 
named  divisions: 

1.  Appointment  division^  of  which  the  assistant  chief  clerk  shall 
be  acting  chief.  This  division  shall  have  charge  of  all  papers  re- 
lating to  the  appointment  of  the  entire  official  force  of  the  Bureau^ 
including  the  boards  of  examining  surgeons  and  clerks  and  laboring 
force  in  pension  agencies,  and  of  all  papers  relating  to  promotions. 
The  pay  roll  of  the  Bureau  shall  be  prepared  in  this  division.  The 
superintendent  of  the  building,  watchmen,  and  the  force  of  laborers, 
engineers,  firemen,  charwomen,  and  female  laborers  will  be  under 
the  direction  of  the  assistant  chief  clerk  for  the  care  of  the  building. 

2.  Board  of  review. — ^To  be  composed  of  expert  examiners  to  re- 
view all  claims  before  final  action  is  taken,  and  to  have  charge  of  all 
matters  relating  to  appeals  from  the  action  of  this  Bureau  to  the 
Secretary  of  the  Interior,  except  in  claims  filed  under  the  act  of 
March  3,  1899,  and  in  cases  in  which  appeals  are  entered  as  to  title 
to  fee  or  recognition  as  attorney.  A  rejection  section  is  also  to  form 
a  part  of  the  board  of  review  to  prepare  all  letters  of  rejection  in 
claims  in  which  adverse  action  is  taken. 

Details  for  the  board  of  review  will  be*  made  by  the  Commissioner. 

3.  Medical  division. — The  medical  referee  to  be  in  charge,  and  the 
assistant  medical  referee  to  be  assistant.  To  have  charge  of  the 
work  required  of  examining  surgeons ;  to  keep  records  of  all  examina- 
tions ordered  by  the  Bureau;  to  pass  upon  the  general  construction 
of  all  certificates  of  examination  before  they  are  allowed  to  go  to  the 
case;  to  examine  and  audit  the  accounts  submitted  with  the  certifi- 
cates of  examination ;  to  keep  on  file  the  record  books  returned  by  the 
examining  surgeons  containing  a  duplicate  copy  of  each  certificate 
made;  to  determine  from  the  evidence  and  medical  examinations  the 
proper  rate  of  pension  for  pensionable  disabilities  found  in  invalid 
claims;  to  determine  in  claims  of  widows,  minors,  and  dependent 
relatives  under  laws  prior  to  the  act  of  June  27,  1890,  and  in  claims 
of  dependent  rehitives  under  this  act,  whether  the  death  of  the  sol- 
dier was  due  to  disabilities  legally  approved  as  of  service  origin;  to 
order  all  test  examinations  when  such  are  deemed  necessary,  and  all 
other  examinations  where  special  instructions  to  the  boards  are  nec- 
essary; and  to  perform  such  other  duties  touching  medical  and  sur- 
gical questions  as  the  interests  of  the  service  may  demand. 

4.  Law  divisiau. — The  law  clerk  to  be  in  char^,  and  to  have  charge 
of  the  consideration  of  questions  of  law,  including  marriage,  divorce, 
and  guardianship ;  questions  in  which  criminal  features  are  involved ; 
preparations  of  criminal  cases  for  prosecution;  questions  relating  to 
discipline  of  attorneys,  including  recommendations  for  suspension 
and  disbarment;  questions  relating  to  title  to  fee;  questions  as  to 
rights  of  attorneys  to  recognition  in  pending  claims,  when  submitted 
by  officers  of  the  Bureau;  making  reports  to  the  honorable  Secretary 
of  the  Interior  on  cases  in  which  appeals  have  been  filed  claiming  title 
to  fee  or  recognition  as  attorney;  keeping  roster  of  attorneys,  and 
advising  Bureau  as  to  changes  in  connection  therewith;  verifications 
of  attorneys  on  papers  filed  in  the  Bureau;  consideration  of  all  ques- 
tions relating  to  transfer's  of  attorneysliip,  and  advising  the  different 
divisions  of  the  Bureau  in  regard  to  same;  preparing  abstracts  of 
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evidence,  etc.^  on  calls  made  by  other  Bureaus  and  Departments; 
answering  miscellaneous  correspondence  not  properly  referable  to 
other  divisions;  transmitting  cases  to  Congress  through  the  Depart- 
ment; transmitting  pension  cases  direct  to  the  several  committees  of 
Confess  on  call  therefor;  keeping  record  of  special  acts  granting 
pension;  adjudication  of  claims  filed  under  the  act  of  March  3,  1899, 
and  the  consideration  of  appeals  to  the  honorable  Secretary  of  the 
Interior  filed  in  connection  therewith;  preparing  for  distribution 
rulings  and  orders  affecting  the  practice  of  the  Bureau ;  and  consid- 
eration of  miscellaneous  matters  not  enumerated  above,  referred  by 
officers  of  the  Bureau. 

5.  Special  examination  division. — ^To  have  charge  of  claims  requir- 
ing special  examination  in  the  field ;  to  direct  the  method  of  inquiry 
by  special  examiners;  to  aid  in  prosecuting  offenders  against  the  pen- 
sion laws;  and  to  audit  the  expense  accounts  of  the  special  examiners. 

6.  Old  war  and  navy  divinon. — ^To  have  charge  of  the  settlement 
of  all  claims  for  bounty  land  and  for  pension  on  account  of  service  in 
wars  prior  to  March  4,  1861;  claims  on  account  of  service  in  the 
Regular  Army  and  Navy;  claims  on  account  of  service  in  the  war 
with  Spain  and  the  insurrection  in  the  Philippine  Islands;  and  in 
all  other  general  organizations  not  belonging  specially  to  any  State 
or  Territory. 

7.  Eastern  division. — ^To  have  charge  of  the  settlement  of  all  claims 
arising  out  of  military  service  during  the  war  of  the  rebellion  in 
organizations  from  the  several  New  England  States,  and  from  the 
States  of  New  York,  New  Jersey,  and  Delaware. 

8.  Middle  division. — ^To  have  charge  of  the  settlement  of  all  claims 
on  account  of  service  in  the  war  of  the  rebellion  in  organizations  be- 
longing to  the  States  of  Pennsylvania,  Ohio,  and  Michigan. 

9.  Western  division. — To  have  charge  of  the  settlement  of  claims 
on  account  of  service  in  the  war  of  the  rebellion  in  organizations  be- 
longing to  the  States  of  Indiana,  Illinois,  Iowa,  Wisconsin,  Minne- 
sota, Nebraska,  Kansas,  Nevada,  Colorado,  California,  Oregon,  Wash- 
ington, North  and  South  Dakota,  Idaho,  Utah,  Montana,  Wyoming, 
and  the  seveij^l  Territories. 

10.  Southern  division. — ^To  have  charge  of  the  settlement  of  claims 
arising  out  of  military  service  during  the  war  of  the  rebellion  in 
organizations  belonging  to  the  States  of  Maryland,  Virginia,  West 
Virginia,  North  and  South  Carolina,  Florida,  Georgia,  Alabama, 
Mississippi,  Louisiana,  Texas,  Kentucky,  Tennessee,  Missouri,  Arkan- 
sas, the  District  of  Columbia,  and  the  several  organizations  of  United 
States  colored  troops. 

11.  Record  division, — To  have  charge  of  the  recording,  jacketing, 
and  numbering  of  claims  as  they  are  received  in  the  Bureau,  except 
claims  for  bounty  land,  claims  based  upon  service  in  the  Navy  and 
Marine  Corps,  and  claims  based  upon  service  prior  to  March  4,  1861, 
which  will  be  sent  to  the  old  war  and  navy  division  for  record,  and  to 
have  custody  of  the  records;  of  certificates  of  disability  for  discharge 
and  reports  of  the  removal  of  charges  of  desertion  forwarded  to  this 
Bureau  by  the  War  Department,  as  well  as  medical  surveys  and  cer- 
tificates of  death  in  the  Nav}^  of  which  a  record  will  be  kept  when 
issued  to  the  adjudicating  divisions;  of  the  examination  of- declara- 
tions to  determine  their  validity  as  to  manner  and  form  of  execution ; 
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of  certificates  of  the  official  character  of  magistrates  and  other  officers 
authorized  to  administer  oaths  for  general  purposes,  and  to  keep  a 
record  of  the  same  for  ready  reference ;  ana  the  collection  of  names 
and  post-office  addresses  of  survivors  of  the  Army  and  Navy  and  the 
furnishing  of  the  same  to  the  different  divisions  of  the  Bureau,  and 
to  such  persons  as  are  entitled  to  the  information  with  a  view  to  aid- 
ing in  the  adjudication  of  pension  claims. 

12.  Certificate  division. — ^To  have  charge  of  the  issuing,  numbering, 
and  recording  of  certificates  granting  pensions,  and  desi^ating  the 
agencies  at  which  payable;  the  transfer  of  names  of  pensioners  from 
the  rolls  of  one  agency  to  the  rolls  of  another  agency  in  cases  of 
removal  of  pensioners  from  one  agency  district  to  another ;  the  grant- 
ing of  permits  to  draw  pension  and  the  issuing  of  duplicate  certifi- 
cates in  cases  where  the  pension  certificates  have  been  lost  or  de- 
stroyed. 

13.  Finance  division, — To  have  charge  of  the  work  of  the  Bureau 
relating  to  the  following  subjects:  All  appropriations  for  the  pay- 
ment of  army  and  navy  pensions,  fees  of  examining  surgeons,  salaries 
of  pension  agents,  clerk  hire,  rents,  and  "  contingent  expenses  "  of 
the  eighteen  agencies  for  the  payment  of  pensions,  as  well  as  all 
accounts  relating  to  the  expenses  incidental  to  paying  pensions; 
keeping  the  pension  agents  supplied  with  all  necessary  funds  for  the 
payments  under  each  item  of  appropiiation  before  cited ;  as  well  as 
with  all  records,  pension  vouchers,  blank  checks,  and  other  blanks 
needed  for  their  official  use,  and  with  all  necessary  stationery,  all  of 
which  are  forwarded  direct  to  them  by  the  stationery  division  of 
this  Bureau  and  of  the  Department  of  the  Interior ;  the  examination 
and  preparation  for  approval  of  all  official  bonds  of  pension  agents 
and  of  all  leases  for  quarters  for  pension  agencies,  and  with  all  cor- 
respondence relative  to  the  qualihcation  and  duties  of  said  agents; 
depositing  in  the  Treasury  of  the  United  States  all  moneys  re- 
funded in  connection  with  the  payment  of  pensions,  and  all  cor- 
respondence with  the  accounting  officers  of  the  Treasury  relative  to 
the  disposition  to  be  made  of  the  money  refunded ;  the  collection  of 
the  necessary  data  for  certain  tables  in  the  Commissioner's  annual 
report,  as  well  as  the  preparation  of  the  tables;  all  correspondence 
with  pension  agents  and  the  accounting  officers  of  the  Treasury  in 
explanation  of  the  official  actions  of  this  Bureau;  in  the  acceptance 
or  rejection  for  payment  of  vouchers  submitted  by  the  pension  agents 
to  this  Bureau  for  consideration;  with  regard  to  complaints  from 
pensioners  and  others  relative  to  delays  on  the  part  of  pension 
agents  in  the  payment  of  pensions,  and  correspondence  with  the 
Secretary  of  the  Interior,  the  Auditor  for  the  Interior  Department, 
and  the  pension  agents  in  the  matter  of  dropping  the  names  of  pen- 
sioners from  the  roll  upon  evidence  considered  by  the  board  of  review 
showing  that  title  to  pension  has  been  terminated  from  one  cause 
or  another;  all  admitted  cases  in  which  payments  of  the  pensions 
are  claimed  by  either  the  Superintendent  oi  the  Government  Hos- 
pital for  the  Insane,  under  the  act  of  August  7,  1882,  or  pensioners' 
wives  or  the  guardians  of  their  minor  children  under  the  act  of 
August  8,  1882,  and  cases  of  pending  claims  coming  within  said 
acts  of  Congress,  after  title  to  pension  has  been  declared  and  before 
the   pension  certificates  have  been  mailed  to  the  proper  pension 
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agents  for  payment;  the  examination  and  approval  or  suspension 
of  aH  accounts  submitted  by  ^ardians  of  pensioners;  the  proper 
record  in  cases  in  which  pension  agents  report,  upon  the  proper 
forms,  the  fact  of  dropping  pensioners'  names  from  the  roll,  and 
the  question  of  furnishmg  the  post-office  addresses  of  pensioners 
for  use  in  private  matters. 

14.  Mau  division, — ^To  have  charge  of  the  receipts,  stamping,  and 
proper  distribution  of  all  mail  coming  to  the  Bureau,  and  of  the 
proper  dispatch  of  the  mail  going  out  of  the  Bureau ;  also  the  mail- 
mg  of  blank  applications  and  copies  of  the  laws  and  regulations 
to  applicants. 

15.  Stationery  division. — ^To  have  charge  of  all  the  stationery, 
and  the  printing,  binding,  and  engravinff  of  all  blanks,  record 
books,  pension  certificates,  etc.,  used  by  the  Bureau,  the  pension 
agencies,  the  special  examiners  in  the  field,  and  the  examining  sur- 
geons; supplies  to  be  issued  upon  properly  approved  requisitions, 
an  account  being  kept  with  each  division  and  each  employee,  and 
to  fill  all  requisitions  made  by  pension  agents,  examining  surgeons, 
and  special  examiners  in  the  field  for  blanks  and  other  supplies. 

16.  Admitted  files. — Shall  contain  all  cases  of  invalid,  widow, 
minor,  and  dependent  pension  of  the  war  of  the  rebellion,  the  war 
with  Spain  and  the  Regular  Army,  in  which  a  certificate  has  been 
issued.  Admitted  cases  will  be  filed  in  numerical  order  in  two 
series — one  for  the  invalid  and  the  other  for  the  widow,  minor,  and 
dependent  cases.  Canceled  pension  certificates  and  miscellaneous 
papers  not  requiring  action  of  the  Bureau  will  be  sent  to  the  ad- 
mitted files  for  filing  with  the  proper  case. 

17.  Abandoned  files. — ^To  contain  all  original  claims  in  which  no 
evidence  has  been  filed  for  the  period  of  three  years  after  call  for 
same  had  been  made  by  the  Bureau.  Abandoned  claims  for  increase 
will  be  sent  to  the  admitted  files.  When  claims  are  sent  to  the 
abandoned  files  the  word  "  abandoned "  will  be  stamped  on  the 
jacket,  and  a  file  slip  made  and  placed  in  the  pending  files  showing 
what  disposition  has  been  made  of  the  case. 

18.  Attorneys^  room. — This  room  will  be  open  from  10  a.  m.  to 
2  p.  m.  for  tne  examination  of  claims  by  attorneys  or  their  duly 
accredited  clerks  or  representatives.  An  attoj'ney  will  be  permitted 
to  examine  only  those  claims  in  which  he  is  the  recognized  attorney 
of  record.  Disputes  as  to  attorneyship  will  not  be  settled  by  the 
clerk  in  charge  of  the  attorneys'  room,  nor  will  the  application 
of  testimony  to  cases  in  that  room  be  permitted.  Attorneys  must 
give  one  day's  notice  of  the  cases  they  desire  to  examine,  and  they 
will  not  be  permitted  to  take  cases  from  the  room.  Should  attorneys 
desire  information  from  the  record  division  relative  to  number, 
service,  etc.,  of  any  claim,  the  clerk  in  charge  of  the  attorneys'  room 
may  send  for  the  same  upon  exhibition  of  a  properly  executed  power 
of  attorney  relating  to  the  case  in  question. 

ORDER  NO.  3.— THE  CARE  OF  THE  BUILDING. 

1.  This  building  must  be  kept  in  perfect  order,  clean^  and  free 
from  dirt  and  dust.  To  this  end  the  entrances  to  the  building  and 
the  driveway  shall  be  kept  scrupulously  clean ;  the  files  cases  in  the 
court  shall  be  dusted  twice  a  week;  the  tile  floor  in  the  main  hall 
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shall  be  scoured  not  less  than  two  times  a  week;  the  tile  floor  on 
the  corridors  and  the  stairways  shall  be  swept  daily  and  scoured  not 
less  than  two  times  a  week;  spitting  tobacco  juice  upon  the  tile 
floor  is  expressly  prohibited;  all  cuspidors  shall  be  cleaned  daily 
before  or  after  office  hours;  the  ice  shall  be  cared  for  immediately 
after  its  receipt;  the  messengers  will  care  for  the  pitchers  in  the 
rooms;  the  water  coolers  outside  the  rooms  will  be  cared  for  by  the 
laboring  force  and  the  slops  promptly  emptied  whA  necessary,  the 
intention  bein^  to  have  the  building  clean  and  in  perfect  order  each 
morning  at  9  o^clock. 

2.  Heads  of  divisions  and  of  rooms  will  require  all  waste  paper 
and  litter  to  be  deposited  in  baskets,  and  require  all  employees  to 
put  their  desks  in  proper  order  upon  leaving  them;  thev  will  also 
see  that  one  window  in  each  room  is  opened  at  4  o'clock  (which  will 
be  closed  by  the  watchman  after  the  rooms  have  been  cleaned),  and 
that  no  gas  is  used  in  their  respective  divisions  or  rooms  unless  in 
their  judgment  the  necessity  demands  it;  that  the  remains  of  lunches 
and  other  refuse  matter  is  put  in  the  slop  jar  provided  for  each  work- 
ing room,  and  that  nothing  is  put  in  tne  wastebaskets  except  waste 
paper  and  rags. 

3.  The  departmental  telephone  system  is  the  property  of  the 
Chesapeake  and  Potomac  Telephone  Company,  and  in  the  rooms  of 
this  Bureau  where  desk  sets  are  in  use  it  will  be  necessary  before  the 
wires  are  disturbed  or  detached  in  the  moving  of  the  desks,  putting 
down  carpets,  etc.,  that  notice  be  sent  to  the  Department  (throujjh 
the  superintendent  of  the  building)  at  least  twenty-four  hours  m 
advance,  in  order  that  the  telephone  company's  representatives  may 
detach  and  connect  the  same. 

4.  All  laborers  are  reauired  to  be  on  duty  from  7.30  a.  m.  to  4 

f.  m.,  with  an  interval  ox  one  hour  from  12  m.  to  1  p.  m.  for  lunch, 
'ainters,  carpenters,  etc.,  are  required  to  be  on  duty  promptly  at  8 
a.  m.,  and  to  remain  on  duty  until  4  p.  m.,  except  during  lunch  hour 
from  12.30  to  1  p.  m. 

6.  To  avoid  interference  with  the  conduct  of  official  business,  car- 
pets and  other  floor  coverings  will  be  removed  or  put  down  after 
office  hours.  Laborers  thus  required  to  work  outside  the  usual 
departmental  time  will  have  an  allowance  made  them  during  the 
omcial  hours  sufficient  to  bring  their  service  within  the  requirements 
of  section  3738,  Revised  Statutes,  known  as  the  eight-hour  law. 

ORDER  NO.  4.— DISCIPLINE. 

1.  All  employees  of  the  Bureau,  including  chiefs  and  assistant 
chiefs  of  division,  will  be  required  to  be  at  their  respective  desks 
ready  to  go  to  work  promptly  at  9  o'clock  a.  m.,  and  must  not  leave 
their  posts  of  duty  until  4  p.  m.,  except  for  the  regular  half-hour 
allowed  for  lunch*  between  12.30  and  1  p.  m.,  unless  otherwise  em- 
ployed on  official  business  or  excused  by  proper  authority.  No 
preparation  for  departure  should  be  made  until  12.30  and  4  o'clock 
p.  m. 

2.  Chiefs  of  division  will  require  clerks  and  employees  under  their 
charge  to  devote  their  time  during  the  few  hours  required  each  day 
exclusively  to  the  business  of  the  Bureau.    Heading  newspapers  or 
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books  not  pertaining  to  official  duties,  preparing  private  letters  or 
other  writing  which  is  irrelevant  to  the  business  of  the  Bureau,  must 
not  be  permitted  during  office  hours.  Loitering  in  the  corridors  of 
the  building  is  prohibited,  and  those  in  charge  of  the  corridors  should 
report  violations  of  this  order  to  the  chief  clerk. 

3.  Employees  of  the  Bureau  will  not  be  admitted  to  the  office 
rooms  before  8.30  a.  m.  nor  after  4  p.  m.,  except  upon  passes  issued 
by  the  chief  clerk.  They  will  be  required  to  leave  the  Duilding  not 
later  than  4.30  p.  m.,  unless  they  have  passes  from  the  chief  clerk  per- 
mitting their  presence  in  the  building  after  that  hour.  AU  desks 
will  be  left  in  a  neat  and  orderly  condition-  when  vacated  at  the  dose 
of  the  day's  business. 

4.  Visiting  fellow-employees,  except  on  necessary  official  business 
or  in  emergencies  that  can  not  be  provided  for  in  advance,  will  not 
be  permitted.  In  the  excepted  cases  permission  should  be  obtained 
from  the  chiefs  of  division  of  the  visiting  and  visited  clerk. 

6.  The  only  parts  of  the  Pension  Building  which  are  open  to 
visitors  during  business  hours  are  the  courts,  tne  corridors,  and  the 
rooms  of  the  Commissioner,  Deputy  Commissioners,  chief  clerk, 
appointment  clerk,  and  the  attorney's  room.  No  person  under  any 
pretext  will  be  allowed  to  enter  the  rooms  occupied  by  the  clerical 
force  during  working  hours.  If  for  any  good  reason  it  is  deemed 
advisable  to  send  a  visitor  to  a  division  to  see  a  clerk,  the  name  of  the 
clerk  will  be  written  on  the  card  and  the  visitor  will  be  permitted  to 
see  only  such  employee  or  employees  whose  names  appear  on  the  card, 
the  chief  of  the  division  taking  up  the  card.  It  is  the  intention  that  a 
card  shall  entitle  the  bearer  to  visit  but  one  division.  As  a  rule  visitors 
will  not  be  permitted  to  see  employees  during  the  working  hours  except 
in  special  cases,  and  then  onlV  upon  application  to  and  permission 
granted  by  the  chief  clerk.  All  persons  coming  to  the  Bureau  who 
are  not  employed  therein  and  who  desire  to  see  any  of  the  employees, 
will  be  referred  by  the  watchmen  to  the  chief  clerk. 

6.  No  interview  for  the  purpose  of  obtaining  information  in  con- 
nection with  claims  on  file  in  this  Bureau  shall  be  panted  by  any 
employee  (except  to  other  clerks  on  official  business)  without  the  per- 
mission of  the  Commissioner,  Deputy  Commissioners,  or  chief  clerk, 
or  in  the  regular  course  of  business  in  the  attorneys'  room,  and  no 
information  touching  the  conduct  and  operations  of  the  Bureau  will 
be  provided  the  press  or  other  persons  not  entitled  thereto  by  special 
examiners  in  the  field  or  clerks  in  the  Bureau  proper.  Whenever  any 
information  of  an  official  nature  is  sought  for  by  a  member  of  the 
press  or  other  person,  he  should  be  told  that  the  Bureau  of  Pensions 
IS  always  open  and  that  his  inquiry,  if  addressed  to  the  Commissioner, 
will  receive  proper  consideration. 

7.  Officir.l  papers  emanating  from  the  office  of  the  Secretary  of  the 
Interior,  or  any  information  therefrom,  shall  not  be  given  to  the 

?ublic  in  or  through  the  subordinate  offices  of  the  Department, 
'roper  facilities  and  privileges  will  be  afforded  in  the  Secretary's 
office  for  the  promulgation  oi  such  matters  of  public  interest  as'  it 
may  be  desirable  to  publish.  This  order  is  not  intended  to  interfere 
with  the  furnishing  of  decisions  for  such  periodicals  as  make  a 
specialty  of  publishmg  them. 

S.  Doc.  396, 59-2,  pt  2 6 
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8.  Papers  from  the  files  of  the  Bureau  must  not  be  intrusted  to  any- 
one not  an  employee  of  the  Bureau  to  carry  from  one  division  to 
another  or  from  one  room  to  another. 

9.  Employees  must  not  undertake  to  advise  or  direct  claimants  for 
what  disabilities  they  shall  claim  pension  in  order  to  insure  the  suc- 
cess and  passage  of  their  claims.  The  Bureau  is  not  established  as  a 
claim  agency,  and  he  who  prosecutes  or  seeks  to  prosecute  pension 
claims  must  do  so  from  the  outside.  Offenses  of  this  character  are 
unpardonable,  and  their  occurrence  under  any  circumstances  will  not 
be  tolerated  or  overlooked. 

10.  Conversing  with  outside  parties  relative  to  business  under  the 
supervision  of  the  Bureau  or  Department  is  also  strictly  forbidden. 

11.  It  is  to  be  expressly  understood  that  promotions  shall  be  based 
purely  upon  merit.  Outside  influence  interferes  with  the  proficiency 
of  the  service.  If  the  Commissioner  has  reason  to  believe  that  a 
clerk  has  resorted  to  outside  influence  to  secure  his  advancement  it 
wiU  be  noted  to  his  discredit.  Personal  applications  for  promotion 
are  annoying  and  consume  mudi  time  which  should  be  devoted  to 
official  business.  Employees  will  materially  forward  their  chances 
for  promotion  by  strict  attention  to  their  duties. 

12.  The  lunch  hour  is  from  12.30  to  1  p.  m.,  and  visiting  the  lunch 
stands,  which  are  placed  in  the  court  for  the  convenience  of  the  em- 
ployees of  this  Bureau  only,  at  other  hours  will  not  be  tolerated.  No 
lunches  will  be  sold  or  furnished  to  anyone  after  1  p.  m.  and  none 
sold  or  furnished  to  anyone  prior  to  12.30  j).  m.  The  superintendent 
of  the  building  is  charged  with  the  execution  of  this  order.  While 
the  employees  are  permitted  to  carry  lunches  to  their  respective 
rooms,  it  IS  expected  that  the  dishes  be  promptly  returned  to  the 
tables  from  which  they  are  taken.  The  throwing  of  lunches,  lemon 
and  orange  peels,  etc.,  out  of  the  windows  or  over  the  balconies  is 
forbidden.  A  proper  receptacle  is  placed  in  each  working  room  of 
the  Bureau  for  the  purpose  of  receiving  the  remains  from  lunches 
and  other  refuse  matter.  Nothing  is  tol)e  put  in  the  waste  baskets 
except  waste  paper.  The  practice  of  mixing  broken  glass  and  other 
refuse  matter  with  the  waste  paper  works  positive  hardship  to  the 
contractor  for  the  purchase  of  such  paper  and  is  a  serious  danger  to 
those  employed  in  packing  it. 

13.  Smoking  in  the  working  rooms  of  the  building  is  prohibited  at 
all  times,  and  is  also  prohibited  in  the  open  court  and  on  the  corridors, 
except  before  9  a.  m.  and  after  4  p.  m.  and  during  the  lunch  hour. 
Chiefs  of  division  will,  by  example  and  precept,  enforce  this  rule. 

14.  Employees  of  the  Bureau  will  obtain  their  pay  by  divisions  in 
the  order  in  which  they  are  called  by  the  messenger  irom  the  pay 
desk,  and  no  one  will  be  paid  ahead  of  his  division  except  by  permis- 
sion of  the  chief  clerk.  The  practice  of  permitting  some  of  uie  em- 
ployees the  privilege  of  stepping  up  to  the  pay  table  and  drawing 
their  salaries  in  advance  of  others,  who  were  triere  before  and  in  line, 
creates  dissatisfaction  among  the  clerks  of  the  Bureau  and  trouble 
at  the  pay  desk,  and  no  one  will  be  paid  out  of  his  or  her  turn.  Per- 
sons who  are  ill  or  crippled  and  who  can  not  stand  in  line  will  wait 
until  near  the  close,  when  they  can  and  will  be  paid.  The  captain  of 
the  watch  will  see  that  this  rule  is  observed  and  that  order  is  main- 
tained at  the  pay  table.  The  lady  clerks  of  the  Bureau  will  be  paid 
first. 
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15.  The  Pension  Bureau  will  not  be  permitted  to  be  used  as  a  col- 
lecting agency  nor  to  be  a  refuge  for  any  employee  who  deliberately 
contracts  debts  upon  the  strength  of  his  official  position  and  then 
neglects  to  pay  the  same.  The  Bureau  will  not  imdertake  to  regulate 
the  conduct  of  its  employees  in  resj)ect  to  their  business  affairs,  but 
gross  or  habitual  commercial  turpitude  must  be  regarded  as  incon- 
sistent with  the  qualities  of  character  essential  to  honorable  public 
service  and  will  oe  treated  accordingly.  The  annoyances  to  which 
the  officers  of  the  Bureau  are  subjected  by  a  few  persons  who  contract 
debts  on  the  strength  of  their  official  positions  and  then  diligently 
evade  their  creditors  must  cease,  and  it  is  expected  that  the  employees 
will  cooperate  in  this  matter  and  avoid  the  necessity  for  harsh 
measures. 

lt>.  The  use  of  the  telephone  for  private  messages,  except  in  cases 
of  great  emergency,  such  as  death,  sickness,  fire,  accident,  and  the 
like,  and  then  only  on  permission  of  the  chief  clerk,  is  prohibited. 
When  permission  is  granted,  the  operator  shall  be  informed  that  the 
message  is  a  private  one,  and  it  will  not  be  allowed  by  the  operator 
to  take  precedence  of  any  pending  official  message,  and  it  should  be 
transmitted  through  the  (fivision  telephone  and  not  from  the  tele- 
phone room.  A  pay  station  is  installed  through  which  personal 
business,  when  necessary  during  office  hours,  may  be  transacted. 

17.  Special  examiners  must  comply  with  the  rule  found  in  all  let- 
ters of  detail  or  assignment  to  field  duty  requiring  that  all  official 
communications  intended  for  this  Bureau  shall  be  addressed  to  the 
Commissioner  of  Pensions. 

18.  Solicitations  of  money  from  employees  of  this  Bureau  for 
political  purposes  are  improper  and  forbidden,  and  all  employees  are 
advised  to  pay  no  regard  to  them. 

19.  In  the  distribution  of  the  messenger  force  of  this  Bureau  the 
quota  of  said  force  in  each  division  will,  after  assignment,  be  entirely 
under  the  charge  of  the  respective  chieis,  who  will  make  a  report  as 
to  their  presence  or  absence  daily  in  connection  with  the  remaining 
forces  of  said  divisions. 

20.  Messengers  must  report  to  their  respective  rooms  promptly  at 
8.45  a.  m.  each  morning  and  at  once  open  the  windows  in  the  working 
rooms  of  the  Bureau,  keeping  them  open  for  ten  minutes  and  closing 
them  promptly  at  the  tap  of  the  five-minute  bell.  They  are  also  re- 
quired to  see  that  the  working  rooms  are  thoroughly  aired  by  opening 
the  windows  for  at  least  five  minutes  during  the  lunch  hour,  the  win- 
dows to  be  closed  on  or  before  the  tap  of  the  five-minute  bell.  The 
chiefs  of  divisions  are  expected  to  see  that  the  ventilation  of  the 
various  working  rooms  oi  the  Bureau  in  the  morning  and  during 
lunch  hour  is  properly  attended  to  and  intelligently  conducted.  The 
jnessengers  will  be  allowed  an  extension  of  five  minutes'  time  for 
lunch  purposes.  The  messengers  will  see  that  the  awnings  are  pulled 
up  and  all  the  windows,  except  one  in  each  room  (which  will  be 
closed  by  the  watchmen  after  the  rooms  are  cleaned),  closed  and 
fastened,  carefully  noting  that  the  upper  sashes  are  secured,  before 
leaving  the  Bureau  in  the  evening,  so  that  in  the  event  of  a  sudden 
storm  after  office  hours  no  damage  may  be  done.  It  is  not  a  part  of 
a  messenger's  duties  to  carry  private  messages  from  one  part  of  the 
building  to  another,  and  such  practice  is  prohibited* 
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OBDEB  HO.  6.»LEAyE8  OT  AB8EHCE. 

Depaktmbnt  or  the  Interior, 

Washington^  February  ^,  1899. 

The  law  governing  leaves  of  absence,  as  contained  in  acts  of  Con- 
g-ess approved  March  15  and  July  7,  1898,  permits  the  head  of  a 
Department  to  grant  thirty  days'  annual  leave  with  pay  in  any  one 
year  to  each  derk  or  emplojree,  and  also  not  exceedmg  thirty  days 
with  pay  in  case  of  personal  illness  or  of  exposure  to  contagious  dis- 
ease. The  maximum  of  leave  that  may  be  granted  with  pay  in  any 
circumstances  is  sixty  days  within  the  year. 

The  Attorney-General,  in  an  opinion  dated  October  25,  1898,  holds 
that  the  heads  of  Departments  are  relieved  from  the  duty  of  con- 
sidering exceptional  and  meritorious  features  and  the  element  of 
peculiar  hardship  in  connection  with  applications  for  sick  leave.  It 
must  not  be  understood,  however,  that  applications  which  are  not 
meritorious  will  be  granted,  and  heads  of  offices  will  be  careful  not 
to  submit  any  such  for  consideration. 

It  is  hereoy  ordered  that — 

The  head  of  each  Bureau  is  authorized  to  ^rant  to  each  clerk  or 
employee  thirty  days'  annual  leave  with  pay  m  any  one  year.  This 
leave  may  be  allowed  as  needed  or  desired,  subject  to  such  regulations 
as  may  be  deemed  essential  to  the  orderly  and  efficient  conduct  of  the 
public  business. 

The  head  of  the  Bureau  shall  carefully  consider  every  application 
for  leave  with  pay  on  account  of  exposure  to  contagious  disease,  or 
of  personal  illness,  and,  in  the  exercise  of  a  sound  discretion,  shall 
recommend  to  the  Secretary  such  as,  in  his  opinion,  ought  to  be 
granted.  Every  such  application  must  be  accompanied  with  a  state- 
ment of  the  leave  of  all  kinds  the  person  has  had  within  the  current 
year  and  the  three  preceding  years,  and  with  evidence  to  establish 
the  fact  of  exposure  to  contagion  or  of  sickness  and  inability  to  work. 
If  the  certificate  of  a  health  officer  or  physician  can  not  be  obtained, 
affidavits  and  other  evidence  may  l>e  considered.  Sick  leave  will  not 
be  granted  in  advance,  but  a  person  detained  away  by  sickness  or 
contagion  should  promptly  notify  his  office. 

A  statement  of  relevant  facts  and  circumstances  will  be  considered, 
in  connection  with  the  amount  of  leave  the  applicant  has  had  in 
recent  years,  in  determining  the  merits  of  an  application  for  sick 
leave. 

Leave  without  pay  may  be  allowed  on  account  of  sickness  when  the 
regular  leave  has  been  exhausted,  but  it  will  be  granted  as  a  favor  to 
the  individual  oriiy  when,  in  the  opinion  of  the  head  of  the  Bureau, 
the  public  business  will  not  suffer  by  the  absence,  and  when  reasonable 
cause  is  shown. 

Absence  in  office  hours,  or  bv  reason  of  late  arrival  or  earlv  de- 
parture,  shall  be  charged  to  the  appropriate  leave  account,  in  periods 
of  half  an  hour  and  multiples  thereof. 

Sundays  and  public  holidays  will  be  charged  when  included  within 
a  period  of  sick  leave  and  leave  without  pay,  in  accordance  with 
the  Comptroller's  decision  of  February  1,  1890. 

This  order  sui)orsedes  the  orders  of  April  6  and  July  13,  1898, 
on  the  subject  of  leaves  of  absence,  and  is  applicable  alike  to  all 
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clerks  and  regular  employees  under  the  jurisdiction  of  this  Depart- 
ment, irrespective  of  their  plac^  of  service. 

Thos.  Ryan, 

Acting  Secretary. 

ANNUAL. 

1.  Applications  for  annual  leave  must  be  made  at  least  three 
days  teiore  the  date  of  the  beginning  of  the  leave.  Employees 
absent  without  first  obtaining  leave  will  be  considered  absent  without 
pay,  and  such  absence  wiU  be  charged  against  their  efficiency. 

Employees  who  are  prevented  by  the  requirements  of  the  service 
from  availing  themselves  of  the  regular  annual  leave  will  ^ot  be 
entitled  to  it,  or  any  portion  thereof^  in  a  subsequent  year ;  nor  will 
leave  to  be  used  in  one  year  and  charged  to  a  subsequent  year  be 
granted.  Employees  who  have  not  used  all  their  leave  of  absence 
are  not  entitled  to  transfer  the  balance  to  other  employees. 

Application  should  be  made  for  only  the  number  of  cons^utive 
days  the  applicant  desires  to  be  absent  at  one  time,  and  a  separate 
application  must  be  made  in  like  manner  for  each  subsequent  leave. 
Sundays  and  days  declared  public  holidays  by  law  or  Executive  order 
will  not  be  charged  when  included  in  a  period  of  annual  leave. 

Employees  who  have  been  in  the  service  of  the  Department  less 
than  one  year  may  be  granted  leave  at  the  rate  of  two  and  one-half 
days  for  each  month  oi  service,  and  no  more.  There  appears  to  be 
no  provision  of  law  under  which  an  employee  may  be  allowed  extra 
leave  for  extra  hours  of  duty  performed. 

Applications  for  leave  should  not  be  approved  by  chiefs  of  divi- 
sion unless  the  applicant  is  entitled  to  the  full  period  of  leave  aslced 
for  in  accordance  with  the  law  and  the  rules  of  the  Bureau. 

Leave  for  less  than  one  day  will  be  granted  by  chiefs  of  division, 
and  no  employee  will  be  permitted  to  leave  during  office  hours  with- 
out the  permission  of  the  chief  of  division.  Absence  in  office  hours, 
or  by  reason  of  late  arrival,  or  early  departure,  shall  be  charged 
to  the  appropriate  leave  account  in  periods  of  half  an  hour  and 
multiples  thereof.  Chiefs  and  acting  chiefs  of  division  will  see 
that  correct  report  is  made  daily  of  every  employee  absent  from 
the  division. 

Chiefs  of  division  are  charged  with  the  responsibility  of  regu- 
lating the  attendance  of  employees,  and  will  individually  exercise 
their  best  judgment  in  cases  of  excuse  for  tardiness  and  approval 
of  requests  for  absence  during  the  day.  Tardiness  means  the  fail- 
ure OI  the  employee  to  be  at  his  or  her  post  of  duty  at  9  a.  m.  and 
1  p.  m.  It  is  the  duty  of  each  chief  of  section  to  repoii;  the  absence 
of  employees  who  are  not  at  their  desks  or  other  stations,  according 
to  the  nature  of  their  duties,  at  9  and  1  o'clock,  and  to  ignore  this 
duty  will  not  be  tolerated.  The  penalty  for  tardiness  is  a  charge 
of  thirty  minutes  or  multiples  thereof;  should  the  employee  object 
to  the  charge,  appeal  to  the  chief  clerk  can  be  had.  The  tardy 
reports  must  be  lorwarded  to  the  chief  clerk  each  morning  in  con- 
nection with  the  regular  daily  report  for  the  preceding  day,  and 
should  indicate  specifically  the  reason  for  the  tardiness  and  whether 
or  not  excused  by  the  chief  of  division. 

In  granting  leave  of  absence  for  parts  of  days  the  half  hour  for 
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lunch  shall  be  included  in  all  cases  where  the  employee  applying 
is  excused  and  is  absent  before  12.30  p.  m.  and  does  not  return  to 
duty  until  after  1  p.  m. 

The  best  service  is  continuous  service,  and  the  practice  of  taking 
annual  leave  in  hours  and  half  hours  must  be  reduced  to  a  mini- 
mum; and  chiefs  of  division  will  decline  to  approve  such  absences 
except  in  the  most  urgent  cases. 

Chiefs  of  division  desiring  to  be  absenj^  during  any  fractional 
part  of  a  day  will  report  to  the  chief  clerk  before  leaving  the  build- 
ing. All  acting  chiefs  of  division  will  report  the  absence  and  cause 
of  absence — ^namely,  annual,  sick,  or  otherwise — of  a  chief  of  divi- 
sion T^en  a  day  or  more  is  taken.  The  rules  as  to  leaves  of  absence 
apply  as  well  to  chiefs  and  assistant  chiefs  as  to  the  clerical  force. 

SICK. 

2.  A  leave  of  absence  for  thirty  days  may  be  allowed  to  each 
clerk  or  employee  in  case  of  personal  illness  or  of  exposure  to  con- 
tagious disease.  The  maximum  of  leave,  annual  and  sick,  which 
can  be  granted  with  pay  in  any  circumstances  is  sixty  days  within 
the  year. 

Applications  for  leave  on  account  of  sickness  must  be  accom- 
panied by  a  physician's  certificate,  who  shall  state  specifically  that 
the  disability  is  such  as  to  prevent  the  person  in  whose  favor  it  is 
given  from  attending  to  his  or  her  office  duties;  otherwise  the  cer- 
tificate will  not  be  considered.  It  is  not  the  intention  of  the  law 
or  the  regulations  of  the  Department  that  leave  of  absence  on 
account  of  sickness  shall  be  granted  except  in  cases  of  absolute 
inability  to  perform  duty,  and  employees  found  attempting  to  evade 
or  take  undue  advantage  of  said  law  or  regulation  will  be  summarily 
dealt  with. 

In  case  of  sickness,  if  no  physician  is  employed,  an  affidavit  of 
the  applicant  made  before  a  notary  public  must  accompany  the 
application  to  the  Secretary,  and  such  affidavit  must  also  state  that 
the  absence  was  occasioned  by  sickness  which  disqualified  him  for 
work  and  detained  him  at  home,  and  that  vicious  habits  was  not  a 
factor. 

Sick  and  quarantine  leave  are  on  the  same  basis,  and  applications 
for  the  latter  must  be  accompanied  by  the  certificate  of  a  physician 
or  health  officer  showing  that  it  is  a  case  of  quarantine.  Such  leave 
shall  be  charged  to  the  employee's  regular  allowance  of  sick  leave 
to  the  extent  of  thirty  days  in  the  aggregate,  all  days  in  excess  to  be 
charged  to  annual  leave  or  granted  without  pay  if  the  annual  allow- 
ance has  been  exhausted.  If  the  certificate  of  a  health  officer  or 
physician  can  not  be  obtained,  affidavits  and  other  evidence  may  be 
considered. 

Sick  leave  will  not  be  granted  in  advance,  but  a  person  detained 
away  by  sickness  or  contagion  should  be  reported  to  the  chief  clerk 
within  twenty-four  hours  of  the  l>eginning  of  such  absence;  other- 
wise the  time  taken  will  be  charged  to  annual  leave  or  granted  with- 
out pay.  All  employees  absent  on  account  of  illness  and  who  wish 
to  forward  their  applications  to  the  honorable  Secretary  on  their 
return  as  requestvS  for  sick  leave,  must  comply  with  these  instruc- 
tions or  the  applications  will  not  be  forwarded.    Should  the  clerk 
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or  employee  be  on  annual  leave  and  be  taken  sick^  a  notice  of  such 
sickness  must  be  at  once  sent  to  the  office;  otherwise  no  request  for 
the  benefit  of  sick  leave  will  be  considered. 

Sundays  and  holidays  declared  by  law  or  Executive  order  will 
be  charged  when  occurring  within  the  period  of  a  sick  or  quarantine 
leave. 

Every  application  for  sick  or  quarantine  leaver  will  be  carefully 
considered  in  connection  with  the  amount  of  leave  the  applicant  has 
had  in  recent  years,  and  a  statement  of  relevant  facts  and  circum- 
stances may  be  submitted  if  desired.  In  the  exercise  of  a  sound  dis- 
cretion, only  such  applications  shall  be  favorably  reconmiended  to 
the  Secretary  as,  in  tlie  opinion  of  the  Commissioner,  ought  to  be 
granted. 

Sick  leave  is  independent  of  annual  leave,  and  may  be  granted 
without  reference  to  the  amount  of  annual  leave  which  may  have 
been  taken.  If  not  granted  as  sick  leave,  the  time  applied  for  may 
be  allowed  as  annual  leave  if  the  applicant  is  entitled  to  the  same ; 
otherwise  it  must  be  without  pay. 

Application  for  sick  or  quarantine  leave  must  be  made  within 
forty-eight  hours  after  the  return  of  the  employee  to  duty;  if  not 
so  made  the  time  will  be  charged  to  annual  leave,  or  to  leave  without 
pay  should  the  annual  leave  be  exhausted. 

Applications  for  sick  or  quarantine  leave  must  be  approved  by 
the  head  of  the  Bureau  and  lorwarded  to  the  Secretary  with  accom- 
panying papers  for  such  action  as  the  merits  of  each  case  may  justify. 

WITHOUT  PAY. 

3.  Employees  absent,  who  have  exhausted  the  time  allowed  for 
annual  and  sick  leave,  should  at  once  apply  for  leave  without  pay 
for  the  time  of  anticipated  absence.  They  will  be  credited  with  any 
part  of  this  leave  not  taken.  Leave  without  pay  is  not  to  be  con- 
sidered as  a  right  It  may  be  allowed  on  account  of  sickness  when 
the  regular  leave  has  been  exhausted,  but  it  will  be  granted  as  a 
favor  to  the  applicant  only  when  in  the  opinion  of  the  head  of  the 
Bureau  the  public  business  will  not  suffer  by  the  absence  and  when 
reasonable  cause  is  shown,  such  as  important  business  or  emergencies 
of  a  serious  nature.  Public  service  will  not  permit  of  an  indefinite 
and  indiscriminate  extension  of  this  privilege. 

Chiefs  of  division  will  refuse  to  forwara  to  the  chief  clerk  appli- 
cations for  leave  without  pay  which  are  not  accompanied  by  formal 
statements  in  writing  from  the  applicants,  giving  fully  the  grounds 
upon  which  such  applications  are  oased,  addressed  to  the  Secretary 
or  the  Interior  through  the  Commissioner  of  Pensions.  In  all  cases 
in  which  sickness  is  alleged  as  a  cause  for  the  application,  a  medical 
certificate  or  oath  (such  as  is  used  for  sick  leave)  should  accompany 
the  application.  I^^eave  without  pay,  like  sick  leave,  must  be  ap- 
proved by  the  Department. 

Employees  who  have  been  in  the  service  for  less  than  a  year  and 
who  have  taken  leave  without  pay  before  having  earned  the  time 
by  length  of  service,  may  have  such  leave  modified  to  leave  with  pay 
whenever,  by  length  of  service,  they  become  entitled  to  such  modifica- 
tion. 

Sundays  and  public  holidays  declared  by  law  or  Executive  order 
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wiU  be  charged  when  occurring  within  the  period  of  a  leave  with- 
out pay. 

Aosence  of  employees  in  excess  of  the  legal  annual  limit,  when 
such  excess  has  reacned  the  agCTegate  of  one  hour,  must  be  covered 
by  an  application  for  leave  of  aosence  for  one  day  without  pay. 
In  the  case  of  a  deduction  of  a  day's  pay  where  the  employee  has 
not  been  absent  an  entire  day  (or  a  day  in  the  ag^egate— seven 
hours)  ^  he  may  take  the  balance  of  the  day's  time  without  further 
deduction,  provided  it  is  taken  in  the  same  year  as  the  excess. 

MISCELLANEOUS. 

4.  Employees  will  be  granted  special  leave  of  absence  aside  from 
other  leave  for  time  taken  in  due  attendance  as  witnesses  upon  the 
courts  in  the  District  of  Columbia  and  other  United  States  courts  on 
the  certificate  of  an  official  of  the  court.  Attendance  in  court  and 
time  required  in  going  and  returning  for  official  business  connected 
with  usual  departmental  duties  will  not  be  considered  as  absence 
from  duty. 

Everj  clerk  or  employee  who  may  be  summoned  by  subpcena  or 
otherwise  to  appear  in  any  court  as  a  witness  or  in  any  other  capac- 
ity, is  directed  to  report  the  fact  to  the  chief  clerk,  who  will  decide 
whether  such  absence  shall  be  charged  as  official  business.  If  it  shall 
be  determined  that  the  absence  should  be  charged  as  official  business, 
the  same  will  be  authorized  by  letter,  which  must  be  returned  to  the 
chief  clerk  upon  the  absentee  s  return  to  duty,  together  with  a  cer- 
tificate from  an  officer  of  the  court  showing  the  period  of  time  during 
which  such  person  was  engaged  in  such  court. 

AH  officers  and  employees  of  the  Bureau  who  are  members  of  the 
National  Guard  of  the  District  of  Columbia  shall  be  entitled  to 
leave  of  absence  from  their  respective  duties  without  loss  of  pay  or 
time  on  all  days  of  any  parade  or  encampment  authorized  unaer  the 
provisions  of  the  act  of  March  1, 1889,  regulating  the  same.  Absence 
for  rifle  practice  is  not  coi^templated  by  this  rule,  and  leave  for  same, 
if  granted,  must  be  charged  to  annual  leave. 

Absence  of  employees  without  leave,  whether  they  may  be  entitled 
to  leave  under  the  rules  or  not,  is  deemed  good  ground  for  dismissal, 
and  it  is  the  duty  of  the  Commissioner  to  report  to  the  Secretary 
with  recommendation  for  action  cases  of  absence  without  leave  at 
the  expiration  of  five  days  of  such  leave,  with  cause  of  absence,  if 
known. 

Applications  for  leave  involving  sick  leave,  or  leave  without  pay, 
in  connection  with  annual  leave — a  consecutive  period  of  absence — 
must  be  forwarded  to  the  Secretary. 

The  written  signature  of  the  chief  or  acting  chief  of  division  is 
required  on  applications  for  leaves  of  absence.  Thev  will  carefeiUy 
supervise  all  applications  for  leave  of  absence  before  forwarding 
them,  and  note  that  the  requirements  have  been  fuJly  complied  with 
before  approval. 

Chiefs  of  division  will  report  by  name  in  the  morning  report  all 
employees  who  are  reported  late,  detached,  absent  without  leave,  sick, 
or  on  leave  without  having  made  application  therefor. 

The  morning  and  evenmg  reports  should  state  explicitlv  the  kind 
of  leave  that  employees  are  on,  and  they  should  especially  indicate 
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whether  the  leave  is  without  pay.  If  an  employee  is  detailed  or 
transferred,  the  reports  should  state  that  fact. 

Whenever  an  employee  is  transferred  from  one  division  to  another 
the  time  clerk  of  tne  division  from  which  he  is  transferred  should 
prepare  a  statement  of  the  time  taken  by  such  employee  and  compare 
such  record  with  the  record  of  time  kept  in  the  chief  clerk's  office. 
After  such  comparison  the  statement  of  time  taken  should  be  for- 
warded to  the  time  clerk  in  the  division  to  which  the  ^nployee  is 
assi^ed. 

Tmie  clerks  are  instructed  to  carefully  examine  the  individual 
time  cards  at  the  beginning  of  each  month,  and  if  any  fractional 
part  of  a  day  taken  on  account  of  sickness  has  not  l)een  applied 
for,  must  notify  employees  to  at  once  make  application  and  file  proper 
certificate  for  sick  leave;  otherwise  the  tmie  will  be  charged  to 
annual  leave  or  leave  without  pay,  as  the  conditions  may  warrant. 

Employees  absent  for  a  continuous  period  must  be  notified  im- 
mediately upon  return  to  duty  to  make  application  for  all  leave 
taken  for  which  no  grant  has  been  allowed. 

Employees  in  the  rooms  of  the  officers  of  the  Bureau,  when  desir- 
ing leave  for  one  day  or  more,  are  required  to  make  formal  applica- 
tion in  the  same  manner  as  employees  in  the  several  divisions. 

Employees  who  have  been  transferred  to  this  Bureau  from  another 
Bureau  of  the  Department  or  from  another  Department  do  not 
thereby  lose  their  right  to  apply  for  the  leave  to  which  they  would 
have  been  entitled  had  they  remained  in  continuous  service  in  the 
former  Bureau  or  Department 

O&DEB  HO.  e.^MISOELLANSOirB. 

1.  No  clerks  will  be  detailed  or  given  work  as  special  examiners 
in  the  field,  carrying  with  such  assignment  per  diem  expenses,  whose 
salaries  shall  exceed  $1^00  per  annum. 

2.  When  a  communication  of  inquiry  as  to  any  pension  claim 
shall  furnish  no  clue  to  the  identification  of  said  claim  other  than 
the  name  of  the  claimant,  the  mail  division  will  return  such  com- 
munication to  the  writer  with  a  reqliest  for  additional  data,  but  no 
return  penalty  envelope  will  be  sent  to  the  writer  unless  the  matter 
to  which  the  inquiry  relates  apparently  affects  the  interests  of  the 
Government. . 

This  will  not  include  letters  alleging  fraud  on  the  part  of  per- 
sons on  the  pension  roll,  or  in  claims  for  pension,  which  will  be  for- 
warded to  the  law  division  for  proper  action;  nor  letters  giving 
notice  of  death  of  a  pensioner,  which  will  be  forwarded  to  the  miance 
division. 

If  the  name  and  service,  without  the  claim  number,  or  if  the  num- 
ber, and  name  be  furnished,  the  communication  may  be  retained  and 
forwarded  to  the  record  division,  which  will  supply  the  missing  de- 
tails. 

3.  The  term  "  supervising  examiner  "  as  an  official  title  is  abol- 
ished, and  the  work  heretofore  performed  by  them  will  be  under 
the  direct  control  of  the  chief  of  the  special  examination  division, 
who  will  see  that  it  is  disposed  of  with  uniformity  and  dispatch. 

4.  No  stationery  will  be  issued  to  any  division  or  room  in  the 
Bureau  unless  a  requisition  signed  by  the  head  of  the  division  or 
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room,  or  by  soiQe  one  duly  authorized  to  s^n  such  requisition,  shall 
be  presented  to  the  chief  of  the  stationery  division. 

6.  Chiefs  of  division  will  inform  the  chief  clerk  and  assistant 
chief  clerk  of  the  death  of  members  of  their  divisions  at  the  earliest 
possible  date,  giving  the  hour  of  demise  if  known.  This  is  necessary 
m  order  that  the  report  required  by  the  Department  may  be  made 
without  delay. 

6.  In  the  transfer  of  a  derk  from  one  division  to  another  the  desk 
and  chair  used  by  the  derk  will  accompany  him  or  her  to  the  division 
to  which  transferred;  provided,  however,  where  there  is  a  mutual 
understanding  between  the  chiefs  concerned,  the  desk  and  chair  may 
remain  in  the  division  the  derk  is  transferred  from. 

7.  Chiefs  of  division  will  send  to  the  chief  of  the  stationery  divi- 
sion, on  the  last  day  of  each  month,  the  names  and  numbers  of  the 
typewriting  machines  in  their  respective  divisions  and  the  condition 
of  each  by  number. 

A  chief  of  division  will  not  permit  a  typewriting  machine  to  be 
transferred  from  his  division  without  first  having  the  charge  in  the 
stationery  division  removed. 

8.  All  letters  reporting  death  of  pensioners  will  be  sent  direct 
from  the  mail  division,  after  briefing  and  noting  death  on  brief,  to 
the  record  division,  where  the  number  will  be  verified  and  the  proper 
notation  made  on  the  "  survivor's  cards."  After  action  by  the  sur- 
vivors' section  of  the  record  division,  the  letters  in  admitted  cases 
will  be  sent  to  the  finance  division,  and  in  original  pending  case's 
to  the  proper  adjudicating  division. 

All  applications  for  pension,  including  accrued  applications,  will 
be  sent  to  the  law  division  for  examination  of  status  of  attorneys,  and 
will  be  sent  from  that  division  to  the  record  division,  where  there 
shall  be  made  from  accrued  widows',  minors',  and  dependent  rela- 
tives' declarations  cards  .for  the  finance  and  certificate  divisions  show- 
ing the  names  of  the  pensioners,  their  certificate  numbers,  and  dates 
of  death.  The  record  division  will,  after  action,  send  all  application-) 
for  pension  to  the  proper  adjudicating  divisions. 

Reports  from  pension  agents  showing  that  pensioners'  names  have 
been  dropped  from  the  pension  roll  by  reason  of  death  will  be  sent 
from  the  mail  division  to  the  record  division.  After  the  data  needed 
in  the  record  division  has  been  copied  from  the  reports  they  will  he 
sent  to  the  finance  division  for  the  proper  record  and  filing  with  the 
cases. 

Claims  for  reimbursement  under  act  of  March  2,  1895,  will  be  sent 
direct  from  the  mail  division  to  the  finance  division,  for  transmission 
to  the  Auditor  for  the  Interior  Department.  AVhen  such  claims  are 
made  in  invalid  cases  cards  will  be  prepared  in  the  finance  division 
for  the  record  division  showing  the  names  of  pensioners,  companies 
and  regiments,  and  certificate  numbers. 

The  papers  referred  to  herein  must  be  transmitted  from  one  divi- 
sion to  another  without  delay. 

The  division  applying  the  notices  of  death  in  pending  original 
claims  will  note  the  death  on  the  jackets  with  rubber  stamps  provided 
for  the  purpose. 

Miscellaneous  letters  relating  to  claims  for  accrued  pension  or  to 
claims  for  reimbursement  under  act  of  March  2,  1895,  which  do  not. 
contain  sufficient  data  to  identify  the  cases  to  which  they  relate  will 
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be  sent  from  the  mail  division  to  the  finance  division  for  proper 
action. 

9.  When  a  subpoena  is  served  upon  a  special  examiner  on  duty  in 
the  field  requiring  his  attendance  as  a  witness  or  to  assist  in  the 
prosecution  of  a  case  arising  out  of  a  claim  for  pension,  or  under  any 
of  the  penal  statutes  relating  to  such  claims,  in  a  United  States  d'  i- 
trict  or  circuit  court,  the  special  examiner  will  comply  therewith, 
and  charge  his  transportation  expenses  and  per  diem  as  if  on  regular 
duty. 

No  fees  or  other  allowance  will  be  paid  to  special  examiners  by  the 
Department  of  Justice  on  account  of  tneir  attendance  as  witnesses. 


OEDEBS  BELATINO  TO  THE  PBACTICE. 

OBDEB  NO.  7.— AGGBUED  PENSION  AND  BEIKBUBSEXENT. 

1.  Upon  receipt  of  applications  for  accrued  pension  the  mail 
division  will  immediately  inform  the  finance  division  "of  the  name 
of  the  pensioner,  the  date  of  death,  and  the  certificate  number  men- 
tioned in  each  application.  Cards  for  the  purpose  are  provided. 
The  chief  of  the  finance  division  will  notify  the  Auditor  for  the 
Interior  Department  and  the  proper  pension  agent  of  all  such  deaths 
reported  to  him.  The  chief  of  the  finance  division  is  also  charged 
with  the  duty  of  notifying  the  Auditor  for  the  Interior  Department 
of  the  death  of  every  pensioner  whenever  information  of  that  fact 
is  furnished  to  this  Bureau  from  any  source. 

2.  Applications  for  accrued  pension  will  be  forwarded  by  the  mail 
division  to  the  record  division  via  the  law  division,  except  where 
an  application  is  accompanied  by  a  check,  when  it  will  be  for- 
warded by  the  mail  division  to  the  finance  division  for  disposition 
of  such  check.  After  that  action  shall  have  been  taken  the  appli- 
cation shall  be  at  once  referred  to  the  proper  adjudicating  division. 

3.  Accrued  claims  are  special  and  will  be  so  treated  in  every 
case,  and  this  because  it  may  be  taken  as  established  that  the  widow 
or  minors  of  a  deceased  pensioner  are  in  necessitous  circumstances, 
and  no  proof  to  establish  such  circumstances  other  than  the  fact 
of  the  death  of  the  pensioner  is  necessary. 

4.  Title  to  accrued  pension  will  be  established  in  the  adjudicating 
divisions  and  board  of  review  according  to  the  usual  procedure. 

5.  In  the  adjudication  of  accrued  pension  claims  careful  exam- 
ination shall  be  made  of  the  papei*s  to  determine  whether  the  last 
pension  certificate  issued  to  the  deceased  pensioner  is  with  the 
papers,  and  the  presence  or  absence  in  the  files  of  this  Bureau  of 
such  certificate  shall  be  entered  upon  the  brief.  If  the  certificate 
is  on  file  in  this  Bureau  it  shall  be  forwarded  to  the  pension  agent 
with  the  accrued-pension  certificate  and  the  following  entry  made 
on  the  margin  or  the  order  to  inscribe :  "  Current  certificate  for- 
warded herewith."  If  the  certificate  is  not  on  file  in  this  Bureau 
the  following  note  will  be  made  on  the  order  to  inscribe :  "  Current 
certificate  not  on  file  in  this  Bureau." 

6.  In  order  to  facilitate  final  payment  of  accrued  pension  a  notice 
should  be  prepared,  upon  the  issue  of  an  accrued-pension  certifi- 
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cate  in  any  case,  and  forwarded  to  the  Auditor  for  the  Interior  De- 
partment, advising  him  of  the  fact  and  date  of  the  pensioner's  deaths 
the  date  of  issue  or  said  accrued-pension  certificate,  and  also  the  name 
of  the  person  entitled  to  the  accrued  pension  and  the  relation  the 
said  person  bore  to  the  deceased  pensioner. 

7.  When  an  applicant  for  pension  dies,  the  pending  claim  may 
be  completed  by  any  person  having  title  to  the  accrued  pension 
under  the  act  of  March  2,  1895.  If  such  person  be  the  widow  cwr 
minor  child  of  the  soldier,  the  title  to  the  accrued  pension  must  be 
established  in  the  .adjudicating  division  and  the  claim  briefed  and 
reviewed  in  the  usual  manner.  The  relationship  and  the  name  and 
address  of  the  person  to  whom  the  accrued  pension  is  payable  must 
be  entered  upon  the  brief. 

8.  An  incomplete  claim  of  a  deceased  claimant  who  leaves  neither 
widow  nor  minor  child  surviving,  and  in  which  no  claim  for  reim- 
bursement has  been  filed,  will  for  that  reason  be  rejected.  If  it  is 
called  up  by  a  person  having  a  right  to  complete  the  same  under 
the  act  of  March  2,  1895,  such  person  shall  be  notified  of  what  is 
necessary  to  .complete  the  pending  claim  and  of  the  conditions  under 
which  reimbursement  under  the  act  of  March  2, 1895,  may  be  obtained, 
transmitting  reimbursement  blanks,  which  may  be  obtained  from 
the  chief  of  the  finance  division. 

If  reimbursement  is  applied  for  and  the  pending  claim  completed, 
it  will  be  briefed  and  adjudicated  according  to  the  usual  procedure, 
and  the  pension  certificate,  when  ready,  mailed  to  the  Auditor  for 
the  Interior  Department,  accompanied  by  the  reimbursement  papers 
filed  in  the  claim. 

In  increase  claims  the  order  to  inscribe  will  be  mailed  to  the  proper 
pension  agent  with  an  indorsement  stating  what  disposition  has 
Been  made  of  the  increase-pension  certificate.  All  reimbusement 
papers  filed  should  be  kept  together  during  the  consideration  and 
adjudication  of  the  pending  clami. 

9.  Applications  in  admitted  claims  for  reimbursement,  and  all 
correspondence  relative  thereto  which  shall  reach  this  Bureau,  shall 
be  reierred  at  once  to  the  finance  division  for  transmission  to  the 
Auditor  for  the  Interior  Department,  that  oflBcer  being  charged  under 
existing  law  with  the  settlement  of  such  claims. 

All  applications  for  reimbursement  in  pending  claims,  and  all 
correspondence  relative  thereto,  will  be  forwarded  to  the  proper 
adjudicating  division. 

ORDER  NO.  8.— APPEALS  FROK  ACTION  OF  BTTREAV. 

1.  When  an  appeal  is  received  from  the  Secretary,  the  board  of 
review  will  immediately  forward  a  slip  to  the  proper  adjudicating 
division  setting  forth  such  fact,  in  order  that  no  action  may  there- 
after be  taken  by  the  Bureau  upon  the  issue  raised  by  the  appeal. 

2.  Adjudicating  divisions,  upon  receipt  of  appeal  slip  nrom  the 
board  of  review^  will  make  proper  disposition  or  same  in  their  files, 
and  will  discontmue  all  action  in  connection  with  the  claim  appealed, 
but  will  proceed  with  the  adjudication  of  other  claims  pending  in  Hie 
case. 

3.  Wlieh,  upon  examination  of  a  claim  in  which  an  appeal  has 
been  entered,  it  is  found  that  there  is  nothing  pending,  the  case  wiU 
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be  forwarded  to  the  appeal  section  in  the  board  of  review  for  filing 
in  appeal  files,  and  a  record  of  such  action  will  be  noted  in  the  files 
of  the  adiudicating  division.  Any  evidence  subsequently  filed  in  the 
case  will  be  transmitted  to  the  Department  with  the  file  of  papers. 

4.  If,  after  a  case  has  been  forwarded  to  the  appeal  files,  a  new 
claim  shall  be  filed  therein,  the  case  will  be  drawn  by  the  adjudi- 
cating division,  through  the  board  of  review,  for  action  on  the  new 
claim.  After  all  pending  claims  shall  have  been  disposed  of  the 
case  will  be  returned  to  the  appeal  section  of  the  board  of  review. 

5.  Whenever,  in  an  appealed  case  held  in  the'appeal  files,  it  is  found 
that  there  is  a  claim  pending,  the  case  will  be  forwarded  to  the 
proper  adjudicating  division  for  action  in  such  pending  claim. 
Nothing  in  the  above  instructions  is  to  be  construed  as  taking  any 
claim  out  of  its  regular  order  for  adjudication. 

6.  Should  it  be  necessary  to  draw  the  file  of  papers  from  the 
appeal  files  for  any  purpose  in  the  Bureau  (attorneys*  room  or 
other),  the  clerk  in  charge  will  make  a  record  of  same,  and  place  a 
conspicuous  notice — appeals  slip — on  said  file  of  papers,  requesting 
their  return  to  the  appeal  files,  and  the  papers  will  be  returned  to 
said  files  upon  completion  of  the  examination  for  which  they  were 
required. 

7.  In  considering  any  appeal  from  the  rejection  of  a  claim,  the 
board  of  review  will  not  transmit  any  such  claim  to  the  Secretary 
for  dismissal  on  the  ground  that^  the  attorney  filing  the  same  has 
no  power  of  attorney  m  the  case  without  first  having  ascertained  by 
careful  search  whether  such  power  of  attorney  be  in  the  Bureau. 

8.  In  considering  merit  appeals  the  board  of  review  will  not  trans- 
mit any  case  to  the  Secretary  for  dismissal  on  the  ground  of  lack  of 
title  to  recognition  on  the  part  of  the  attorney  filing  the  same  without 
first  submitting  the  case  to  the  law  division  tor  determination  of  this 
question. 

OBDEB  HO.  9.— APPLYING  EVIDENCE  AND  APPLICATIONS  FOB  INCREASE 

TO  GASES. 

1.  The  chiefs  of  the  adjudicating  divisions  will  place  in  the  files, 
with  the  least  possible  delay,  all  the  evidence  and  applications  for 
increase  received  in  their  divisions,  and  all  pending  claims  in  each 
class  will  be  taken  up  for  consideration  in  the  order  in  which  the 
evidence  is  filed. 

2.  The  evidence  for  the  day  will  be  numerically  arranged  by 
original  and  certificate  numbers  and  applied  to  the  cases  in  the 
pending  files,  care  being  taken  to  see  that  the  name  on  the  evidence 
corresponds  to  the  name  on  the  jacket,  and  the  file  card  will  be  at 
once  placed  at  the  top  of  the  file  box  of  the  examiner  in  whose 
charge  the  case  may  be.  Whenever  any  examiner  shall  have  dis- 
posed of  all  the  cases  on  his  desk,  additional  cases  represented  by 
the  file  cards  at  the  bottom  of  such  examiner's  file  box  shall  be 
placed  on  his  desk  for  consideration  and  action^  and  the  proper 
calls  ^or  evidence  shall  be  made,  or  pending  inquiries  answered,  or 
the  case,  if  found  to  be  complete,  shall  be  at  once  submitted  to  the 
board  of  review  for  final  adjudication.  Where  no  claim  is  found, 
but  a  slip  in  the  files  shows  that  the  case  belongs  to  the  division, 
the  evidence  will  be  marked  ^^  O.  K."  and  laid  aside  to  be  properly 
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prepared  for  filing;  if  neither  slip  nor  case  appear  in  the  files,  the 
evidence  will  be  marked  "  verify  "  and  will  be  sent  to  the  record 
division.  The  evidence  marked  "  O.  K."  having  a  certificate  num- 
ber will  have  a  "  charge  slip  "  and  an  "  admitted-files  "  slip  made, 
the  "  charge  slip  "  to  be  stamped  at  the  top  "  admitted  files  "  and 
at  the  bottom  the  date  of  filing  and  be  filed  with  the  evidence ;  the 
"  admitted-files  "  slip  to  have  a  corresponding  date  of  filing  stamped 
on  it,  also  a  stamp  showing  that  the  case  is  for  the  miscellaneoas 
section,  and  be  placed  in  a  separate  file  case,  numerically  arranged 
according  to  the  date  of  filing.  When  work  is  needed  by  the  miscel- 
laneous section,  the  oldest  slip  will  be  taken,  the  evidence  and  charge 
slip  in  the  files  applied  and  tne  slips  forwarded  to  the  admitted  files, 
and  when  the  claims  are  ready  to  be  returned  to  the  admitted  files,  the 
examiner  will  cross  out  the  words  "  admitted  files  "  at  the  head  of  the 
slip  with  a  blue  pencil,  and  note  on  the  slip  the  date  the  case  is  re- 
turned to  the  admitted  files,  the  slip  being  placed  in  the  files  of  the 
division  for  future  reference.  ^ 

3.  Before  filing  applications  for  increase  there  will  be  made  a 
"  charge  slip  "  and  an  "  admitted-files  "  slip.  The  applications  will 
then  he  run  through  the  pending  files  and  applied  to  the  claims 
found ;  when  no  claim  is  found  but  a  glip  in  the  files  shows  that  the 
case  belongs  to  the  division,  the  "  admitted-files  "  slip  will  be  with- 
drawn and  the  application  and  "  charge  slip  "  will  be  filed  in  the 
proper  place  in  the  files ;  if  no  case  or  slip  is  found,  the  application 
will  be  marked  "  verify  "  and  be  sent  to  the  record  division.  The 
"  admitted-files  "  slip  removed  from  applications  filed  will  be  numer- 
ically arranged  by  months  and  placed  in  a  separate  file  case,  and  at 
the  top  of  each  slip  will  be  stamped  the  month  the  application  was 
received  in  the  Bureau,  also  a  stamp  showing  that  it  is  for  the 
increase  section. 

4.  When  an  original  certificate  "issues  and  the  case  is  sent  to  the 
admitted  files,  the  certificate  division  will  make  a  slip  in  addition 
to  the  issue  slip,  showing  the  certificate  number,  name,  service,  and 
date  sent  to  the  admitted  files,  which  slip  will  be  sent  to  the  proper 
adjudicating  division  to  be  placed  in  the  nles  for  future  reference. 

5.  When  a  case  is  drawn  from  the  admitted  files,  it  will  be  taken 
to  the  adjudicating  division  where  it  belongs  for  search  for  evidence 
and  application  oi  same  to  the  case  before  delivering  it  to  the  officer 
of  the  Bureau  or  chief  of  division  calling  for  the  papers. 

6.  When  evidence  shall  have  been  received  in  anv  division  after 
the  claim  to  which  it  is  intended  to  apply  shall  have  been  sent  to 
another  division,  said  evidence  shall  be  forwarded  at  once  to  l>e 
applied  to  the  case.  This  rule  is  not  to  apply  to  cases  sent  to  the 
finance  division,  the  record  division,  the  certificate  division,  or  to 
cases  sent  to  medical  division  for  an  expression  of  opinion  with 
return  of  papers. 

7.  If  evidence  reaches  the  board  of  review  after  the  claim  shall 
have  gone  thence  to  the  medical  division,  the  board  will  retain  said 
evidence  until  the  return  of  the  papers. 

8.  This  rule  is  not  to  be  understood  as  referring  to  status  calls  or 
communications  of  a  similar  nature,  except  the  calls  of  the  Com- 
missioner or  Deputy  Commissioners  and  Congressional  calls.  These 
latter  will  follow  the  cases  unless  the  length  .of  time  intervening 
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since  the  last-  charge  was  made  or  other  conditions  renders  another 
course  advisable. 

9.  Powers  of  attorney  and  fee  agreements  should  not  be  attached 
to  file  slips  in  anj  division,  but  should  be  at  once  forwarded  to  and 
filed  with  the  claims  to  which  they  relate. 

OBDEB  NO.  10.— ASSIGNMENT  07  OLAIKS. 

1.  In  claims  under  the  general  law,  the  service  in  which  the  first 
incurred  disability  is  claimed  in  the  first  declaration  filed  will  be 
taken  to  determine  the  division  in  which  the  claim  shall  be  adjudi- 
cated upon  all  the  disabilities  alleged,  except  that  cases  in  which 
there  is  filed  or  may  arise  any  claim  for  pension  or  bounty  land  on 
account  of  service  in  the  Kegular  Army,  the  Navy,  or  Marine  Corps, 
or  in  any  old  war  or  miscellaneous  service  belonging  to  the  old  war 
and  navy  division,  shall  be  transferred  to  that  division  for  adjudica- 
tion. When  a  case  of  this  kind  is  transferred  to  the  old  war  and 
navy  division,  a  slip  will  be  placed  in  the  files  of  the  division  trans- 
ferring the  case,  showing  transfer  of  papers,  ,to  enable  the  evidence 
that  may  come  in  to  follow  the  case.  Transfer  of  a  soldier  to  the 
veteran  reserve  corps  will  not  take  a  case  to  the  old  war  and  navy 
division. 

2.  Claims  under  the  act  of  June  27,  1890,  as  amended  by  the  act  of 
May  9,  1900,  will  be  adjudicated  in  the  division  that  has  charge  of 
the  claim  under  the  general  law. 

3.  In  original  claims  under  the  act  of  June  27,  1890,  as  amended 
by  the  act  of  May  9,  1900,  the  last  rebellion  service  alleged  by  the 
claimant  will  govern  its  assignment  to  the  proper  division,  except 
that  when  a  service  is  alleged  which  belongs  to  the  old  war  and  nayv 
division  the  rule  laid  down  in  the  first  paragraph  of  this  order  will 
prevail. 

4.  When  a  soldier  was  a  pensioner  on  account  of  service  in  the  war 
of  the  rebellion  and  enlisted  in  the  war  with  Spain,  his  claim  for 
restoration  will  be  sent  to  the  division  that  had  charge  of  his  former 
claim,  unless  he  also  applies  on  account  of  disability  incurred  in  the 
war  with  Spain,  in  which  event  the  case  will  be  sent  to  the  old  war 
and  navy  division. 

OBDEB  NO.  ll.'ATTOBNEYS. 

1.  All  applications  for  pension,  fee  agreements,  and  powers  of 
attorney  received  in  this  Bureau  will  be  sent  to  the  law  division  for 
examination  and  indorsement  as  to  the  right  of  the  attorney  by 
whom  such  papers  are  filed  to  practice  before  this  Bureau. 

2.  In  all  cases  where  it  is  found  that  the  attorney  has  complied 
with  the  regulations  adopted  in  pursuance  of  the  act  of  Congress 
approved  July  4,  1884,  and  is  in  good  standing  before  the  Bureau, 
it  will  be  so  noted  by  proper  indorsement;  if  the  attorney  has  been 
suspended  or  disbarred,  that  fact  will  be  indicated. 

3.  No  person  can  be  recognized  as  an  agent  or  attorney  before  this 
Bureau  until  he  shall  have  complied  with  the  regulations  adopted 
in  pursuance  of  the  act  of  July  4,  1884.  If  the  attorney  has  not 
complied  with  the  regulations  adopted  in  pursuance  of  the  act  of 
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July  4,  1884,  he  shall  be  so  notified  and  furnished  with  the  proper 
blanks  and  the  reflations  governing  the  recognition  of  attorneys. 

4.  In  any  case  m  which  the  examiner  desires  to  know  the  status 
of  an  attomej  inquiry  will  be  made  of  the  law  division  by  a  refer- 
ence slip  stating  the  name  of  the  attorney  and  his  post-office  address 
and  the  title  of  the  case  in  which  this  information  is  desired,  and 
such  slip  will  be  filed  in  the  case  when  returned. 

5.  The  relation  of  "  principal  and  agent "  is  that  which  will  be 
recognized  as  the  relation  subsisting  between  claimants  and  those 
acting  for  them  in  prosecuting  their  claims  before  this  Bureau. 

6.  Consent  of  the  attorney  of  record  to  a  revocation  or  a  trans- 
fer of  his  power  will  be  required,  except  in  such  cases  as  are  other- 
wise permitted  by  the  Commissioner. 

7.  No  general  or  special  powers  of  attorney  for  the  transfer  of 
claims  or  instruments  of  substitution  of  one  attorney  by  another  are 
recognized  by  this  Bureau  unless  executed  before  an  officer  authorized 
to  administer  oaths  for  general  purposes  and  unless  the  first  attorney 
has  full  power  of  substitution. 

8.  A  transfer  not  general  in  character,  but  of  a  limited  number  of 
claims  from  one  attorney,  agent,  or  firm  to  another  must  be  accom- 
panied by  a  schedule  alphabetically  arranged  showing,  for  e^ich 
claim,  its  number,  the  name  of  the  claimant,  the  name  of  the  soldier 
or  sailor,  and  the  service  on  which  the  claim  is  based. 

9.  The  written  consent  of  the  claimant  is  necessary  to  entitle  a 
transferee  to  recoffnition  in  an  incomplete  claim,  the  transfer  of  attor- 
neyship in  all  such  cases  being  subject  to  protest.  A  transfer  made  by 
an  administrator  must  be  accompanied  by  a  certified  copy  of  his  letters 
of  administration.  If  the  estate  of  the  deceased  attorney  does  not 
warrant  the  appointment  of  an  administrator  the  transfer  must  be 
executed  by  the  widow  or  heir  or  heirs,  and  must  inchide  a  statement 
setting  forth  the  fact  as  to  the  death  of  the  attorney,  the  date  thereof, 
the  name  of  his  widow,  if  any,  or  the  name  or  names  of  his  heir  or 
heirs,  that  no  administrator  has  been  or  will  be  appointed,  and  that 
there  is  no  objection  to  the  transfer  on  the  part  of  anyone  having  a 
claim  against  the  estate.  This  affidavit  must  be  corroborated  by  the 
affidavits  of  two  disinterested  persons  having  knowledge  of  all  the 
facts. 

10.  Where  a  general  power  of  attorney  has  been  or  may  hereafter 
be  filed  by  one  agent  or  attorney  transferring  and  substituting  in  his 
stead  another  agent  or  attorney  for  the  prosecution  of  claims  named 
therein,  the  substitute  will  not  be  recognized  bv  this  Bureau  as  the 
agent  or  attorney  in  any  case  thus  transferred  unless  the  original 
agent  or  attorney  was,  at  the  date  when  such  transfer  was  made,  in 

?;ood  standing  before  this  Bureau  and  had  on  file  a  power  of  attorney 
rom  claimant  with  full  power  of  substitution ;  ana  such  substituted 
agent  or  attorney  must  also  be  in  good  standing. 

11.  Only  a  duly  executed  power  of  attorney  confers  upon  an  agent 
the  right  to  appear  in  a  case  or  to  receive  any  information  therein, 
and  examiners  will,  upon  the  receipt  of  a  duly  executed  power  or 
attorney,  no  other  attorney  having  prior  rights,  inform  the  agent  or 
attorney  thereby  empowered  of  the  condition  of  the  case  and  at  the 
proper  time  call  upon  him  for  all  the  necessary  proof. 

12.  No  power  of  attorney  will  be  recognized  as  sufficient  unless 


PENSIONS  AND   BOUNTY  LANDS.  97 

signed  in  the  presence  of  two  witnesses  and  acknowledged  before  a 
duly  qualified  officer,  whose  authority  is  certified  under  seal. 

13.  Every  officer  of  the  United  States  or  person  holding  any  place 
of  trust  or  profit  or  discharging  any  official  function  under  or  in  con- 
nection witn  any  Executive  Department  of  the  Government  of  the 
United  States,  or  under  the  Senate  or  House  of  Representatives  of 
the  United  States,  is  prohibited,  under  a  heavy  penalty,  from  acting 
as  an  agent  in  a  claim  for  pension  or  from  aiding  and  assisting  in  any 
manner,  otherwise  than  in  the  discharge  of  his  proper  official  duties, 
in  the  prosecution  of  such  claim  (sec.  5498,  R.  S.  U.  S.). 

14.  Any  attorney  or  agent  who  shall  directly  or  inairectly  request 
of  any  United  States  Government  official  or  representative,  other  than 
those  whose  duty  it  is  under  the  law  to  supervise  and  administer  the 
laws,  rules,  ana  regulations  governing  the  granting  of  army  and 
navy  pensions,  aid  and  assistance  in  the  prosecution  of  a  pension 
claim,  or  who  shall  directly  or  indirectly  request  or  advise  a  claimant 
to  seek  such  aid  in  the  prosecution  of  a  pension  claim,  shall  be  held  to 
have  abandoned  the  claim  as  attorney  and  shall  thereby  forfeit  his 
attorneyship  in  such  claim. 

15.  Every  attorney,  agent,  or  other  person  recognized  by  this  De- 
partment as  entitled  to  practice  before  it  or  before  the  Commissioner 
of  Pensions  in  prosecuting  claims  for  pension  who  shall  violate  the 
provisions  of  the  foregoing  rule  shall  be  neld  to  be  incompetent  within 
the  meaning  of  section  5  of  the  act  of  July  4, 1884,  and  shall  thereby 
subject  himself  to  suspension  or  exclusion  from  practice  before  the 
Commissioner  of  Pensions. 

16.  In  all  claims  for  pension,  where  the  evidence  necessary  to  com- 

Slete  them  was  filed  by  the  agent  or  attorney  prior  to  suspension  or 
isbarment  from  practice,  and  in  which  the  certificate  does  not  issue 
until  subsequent  thereto,  such  agent  or  attorney  may  be  recognized 
as  though  he  had  never  been  suspended  and  may  be  paid  his  fee.  In 
such  completed  cases  the  attorney's  name  and  address  and  the  amount 
of  fee  should  be  placed  on  the  brief  face  and  the  usual  notices  pre- 
pared, except  that  on  the  brief  face  and  in  such  notices  there  must 
appear  in  red  ink  the  words,  "  Claim  completed  by  attorney  before 

,  date  of  disbarment."    If  the  evidence  necessary  to  complete  a 

claim  for  pension  was  not  filed  prior  to  the  suspension  or  revocation 
of  the  power  of  the  attorney  empowered  therein  and  said  claim  is  ad- 
mitted during  the  continuance  of  said  suspension  or  revocation  or 
subsequent  to  said  restoration  of  said  agent  or  attorney  upon  evidence 
furnished  during  his  suspension  by  another  recognized  agent  or  at- 
torney, no  fee  can  be  allowed  to  the  agent  or  attorney  who  was 
suspended.  • 

17.  No  calls  for  evidence  or  notices  of  medical  examinations  or  the 
like  should  be  addressed  to  disbarred  attorneys. 

18.  In  all  cases  where  certificates  issue  subsequent  to  the  restora- 
tion of  the  agent  or  attorney  prosecuting  the  claim,  it  having  been 
completed  during  his  suspension  without  the  interposition  of  another 
agent  or  attorney  or  revocation  by  claimant  of  his  authoritv,  said 
restored  agent  or  attorney  should  be  recognized,  notwithstanding  his 
power  was  filed  prior  to  the  date  of  his  restoration. 

19.  The  rule  directing  paynients  of  fees  to  suspended  agents  or 
attorneys  in  claims  completed  prior  to  the  suspension  of  the  agent 

S.  Doc.  396,  50-2,  pt  2 7 
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shall  not  be  construed  to  authorize  payment  of  fees  in  cases  in  whidi 
action  on  the  pending  claim  was  suspended  on  account  of  any  irregu- 
larity or  informality  in  the  papers  or  evidence  presented  by  such 
agent  or  attorney  in  the  prosecution  of  the  claim. 

20.  An  applicant  will  be  allowed  during  the  suspension  of  an  agent 
or  attorney  previously  empowered  to  act  in  said  applicant's  daim 
to  appoint  another  agent  or  attorney  because  of  the  inability  of  the 
said  former  agent  or  attorney  to  act  for  claimant  before  the  Depart- 
ment, even  though  the  said  inability  should  prove  to  have  been  but 
temporary. 

21.  A  fee  will  not  be  allowed  to  a  guardian  who  prosecutes  the 
claim  of  his  ward,  nor  to  a  firm  of  attorneys  of  which  the  guardian 
is  a  member. 

22.  Bequests  for  consideration  of  title  to  fees  will  not  be  enter- 
tained unless  the  same  are  filed  in  this  Bureau  within  three  years 
from  date  of  issue  upon  which  such  fees  are  claimed. 

23.  Agents  or  attorneys  practicing  before  this  Bureau  are  required 
to  state  the  names  of  ail  subagents  or  correspondents  assisting  them 
in  the  prosecution  of  claims  for  pension  or  bounty  land,  and  the 
interest  said  subagents  or  correspondents  have  in  the  prosecution  of 
such  claims  or  fees  therein.  Any  agent  or  attorney  in  good  standing 
before  the  Bureau  who  knowingly  employs  any  person  as  a  subagent 
or  correspondent  prohibited  from  practicing  before  this  Department 
shall  be  suspended  from  practice. 

24.  Cases  pending  in  this  Bureau  will  not  be  taken  up  upon  the 
verbal  requests  of  attorneys  or  claim  agents,  nor  in  their  behalf, 
except  upon  a  separate  written  inquiry  in  each  case  signed  by  the 
attorney  or  agent  and  in  regular  course  of  business. 

25.  A  change  of  guardian  in  any  case  during  the  pendency  of  a 
claim  for  pension  does  not  per  se  affect  the  right  of  the  original 
attorney  to  recognition  and  to  the  fee  agreed  upon  with  the  guardian 
who  appointed  him. 

26.  The  willful  withholding  of  evidence  by  an  agent  or  attorney 
for  any  cause  will  be  reported  to  the  Secretary  of  the  Interior  for  his 
action. 

27.  In  claims  for  pension  and  bounty  land  no  greater  fee  than  is 
authorized  by  law  can  be  legally  received  by  an  agent  or  attorney  or 
any  other  person  for  prosecuting  such  claim  for  pension  or  bounty 
land,  and  upon  satisfactory  proof  that  any  agent  or  attorney  has, 
subsequent  to  July  4,  1884,  received  directly  from  the  claimant  any 
sum  or  sums  for  his  services  in  the  prosecution  of  the  claim,  said 
agent  or  attorney  shall  be  reported  to  the  Secretary  of  the  Interior 
for  disbarment. 

28.  When  an  a^ent  or  attorney  is  called  upon  bv  this  Bureau  to 
furnish  evidence  in  any  claim  he  will  be  allowed  ninety  days  to 
furnish  such  evidence  or  give  reasons  why  he  fails  to  do  so :  Provided 
always^  That  before  such  attorney  is  dropped  or  another  attorney 
recognized  at  any  time  within  one  year  he  shall  be  given  thirty  days' 
notice  to  show  cause  why  he  is  not  guilty  of  laches.  In  the  event  that 
answer  be  not  filed  within  thirty  days  from  the  mailing  of  such 
notice,  or  if  the  said  answer  to  said  notice  shall  be  held  by  the  Com- 
missioner to  be  insufficient,  claimant  will  be  notified  of  such  failure 
either  to  file  the  evidence  called  for  or  show  cause  why  it  is  not  filed, 
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and  may  file  the  same  either  himself  or  by  such  other  attorney  as  he 
may  elect;  and  upon  the  recognition  of  such  other  attorney  the  former 
attorney  or  agent  will  be  estopped  from  claiming  any  fee. 

29.  Attorneys  will  be  required  to  exercise  due  diligence  in  all  cases 
in  which  they  are  recognized  as  attorneys  of  record.  Neglect  to 
prosecute  a  claim  for  one  year  will  be  held,  in  default  of  cause  shown 
therefor,  conclusive  evidence  of  abandonment  of  a  claim  by  an  attor- 
ney, and  claimant  will  be  so  informed,  and  thereafter  such  agent  or 
attorney  will  not  again  be  recognized  in  such  claim  except  oy  the 
request  of  the  claimant  or  by  courtesy  of  this  Bureau,  no  other  attor- 
ney having  in  the  meanwhile  filed  a  power  therein.  To  call  up  a  case 
will  not  per  se  be  held  a  substantial  compliance  with  any  specific 
requirement  of  this  Bureau.  Attorneys,  and  also  applicants,  will  be 
required  to  conduct  their  business  with  the  office  with  decorum  and 
courtesy.  Papers  presented  in  violation  of  this  requirement  will  be 
returned.  But  all  such  papers  will  first  be  submitted  to  the  Commis- 
sioner and  only  returned  by  his  direct  order. 

30.  Upon  the  rejection  of  a  claim  for  pension  or  bounty  land  the 
duly  constituted  attorney  of  record  shall  be  notified  of  such  rejec- 
tion and  the  reason  therefor,  and  shall  be  allowed  ninety  days  from 
the  date  of.  such  notice  in  which  to  file  a  motion  for  reconsidera- 
tion, sustained  by  material  evidence,  or  to  enter  an  appeal  to  the 
Secretary  of  the  Interior,  in  default  of  which  he  shall  be  held  to 
have  abandoned  the  case,  and  the  claimant  may  employ  any  other 
duly  qualified  attomev  to  further  prosecute  the  claim. 

31.  The  claimant  shall  have  the  privilege  of  exercising  his  right 
at  any  stage  of  the  claim  to  revoke  a  power  of  attorney  and  dis- 
charge his  agent  upon  a  showing  of  cause  deemed  good  apd  sufficient 
by  the  Commissioner. 

32.  The  original  attorney  having  power  of  substitution  may  trans- 
fer his  authority  to  act  in  lieu  or  in  behalf  of  a  claimant  to  a  sec- 
ond party,  but  can  not  give  to  said  second  party  power  of  substitu- 
tion of  or  transfer  to  a  third  party  unless  the  power  of  attorney 
given  by  the  principal  to  him,  the  first  attorney,  provides  therefor 
in  express  terms.  The  power  delegated  by  a  claimant  to  another 
party  to  act  in  his  stead  must  return  to  the  claimant  when  such 
party  ceases  to  act  within  or  acts  without  the  limits  specified  in  the 
original  contract  or  power  of  attorney. 

33.  The  full  fee  payable  by  the  Bureau  will  be  paid  on  the  issu- 
ing of  the  first  certificate,  provided,  of  course,  there  is  an  allowance 
sufficient  for  the  purpose. 

34.  All  fee  agi*eements  in  claims  for  pension  or  bounty  land  which 
conform  to  the  reauirements  of  the  law  will  be  accepted  if  they  are 
filed  prior  to  the  date  of  the  issue  of  the  certificate. 

35.  No  fee  contracts  filed  under  the  act  of  July  4,  1884,  will  be 
recognized  as  valid  or  payment  of  fees  tnade  thereunder  unless  the 
si^ature  of  claimant  to  the  contract  is  witnessed  by  two  attesting 
witnesses  and  claimant's  acknowledgment  thereto  is  before  some 
officer  duly  authorized  to  administer  oaths  for  general  purposes, 
whose  official  signature  must  be  certified  under  seal. 

36.  All  fee  agreements  to  be  recognized  as  valid  shall  be  in  the 
form  prescribed  by  the  Commissioner  of  Pensions  July  8,  1884,  and 
have  printed  upon  the  reverse  side  the  "  Notice  to  claimant "  that 
^'  this  contract  is  permissible  under  the  law,  but  not  covc^xAsicyc:^^^ 
and  a  copy  of  the  act  of  July  4, 1884. 
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37.  Articles  of  agreement  in  claims  for  pension  and  bounty  land 
will  be  filed  in  duplicate.  Where  only  one  copy  of  a  fee  contract 
is  filed,  attorneys  will  be  allowed  to  file  a  duplicate  original  con- 
tract executed  by  both  parties  in  interest  at  any  time  before  the  issu- 
ing of  the  certificate  or  bounty  land  warrant.  When  the  claim  for 
bounty  land  shall  have  been  allowed  and  the  bounty  land  warrant 
issued,  one  approved  copy  of  the  articles  of  agreement  will  be  for- 
warded to  the  attorney  of  record  and  the  other  preserved  with  the 
record  of  the  claim.  The  bounty  land  warrant  will  be  forwarded, 
direct  to  the  party  entitled  to  the  possession  thereof. 

38.  It  shall,  be  the  duty  of  the  record  division  to  examine  fee 
agreements  and  powers  oi  attorney  to  ascertain  if  they  have  been 
properly  executea  before  a  duly  authorized  officer.  Where  fee  agree- 
ments and  powers  of  attorney  are  executed  before  an  officer  not 
required  to  use  a  seal,  or  being  required  to  use  a  seal  has  failed  to 
affix  the  same,  whose  official  character  is  not  authenticated  by  a 
proper  certificate  (being  formal  in  other  particulars)  a  call  shall 
be  made  on  attorney  for  certificate  of  the  official  character  of  the 
executing  magistrate. 

Fee  agreements  and  powers  of  attorney  not  properly  executed,  for 
any  cause,  should  be  returned  for  correction  when  received,  or  at 
least  before  adjudication  and  issue  of  certificate. 

39.  No  attorney  will  be  allowed  to  demand  a  sum  for  postage  as 
a  right,  nor  refuse  to  prosecute  a  claim  where  the  request  for  postage 
is  not  answered;  the  sum  that  may  be  received  for  postage  in  the 
prosecution  of  any  one  claim  is  not  to  exceed  50  cents. 

40.  Where  an  attorney  has  been  suspended  from  practice  before 
this  Bureau  and  the  suspension  is  subsequently  removed,  all  of  his 
clients  who  have  been  informed  of  his  suspension  should  likewise 
be  notified  of  his  restoration,  as  otherwise  unnecessary  injury  to  his 
interests  might  result. 

41.  The  mail  division  will  transmit  to  the  law  division  all  slips 
setting  forth  that  the  cases  named  in  the  same  have  been  transferred 
by  one  attorney  to  another.  The  law  division  will  forward  these 
slips  to  the  adjudicating  divisions  after  they  are  properly  stamped. 

42.  Attorneys  presenting  questions  for  the  consideration  of  the 
law  division  will  submit  their  points,  authorities,  and  arguments  in 
writing,  and  will  not  be  permitted  to  enter  that  division  either  to 
examine  cases  or  to  make  oral  arguments.  Communications  on  such 
matters  may  be  addressed  to  the  Commissioner  of  Pensions  and 
marked  ''  For  the  law  division,"  and  may  be  transmitted  by  mail 
or  left  with  the  chief  clerk. 

43.  Motions  to  reconsider  rulings  and  decisions  of  the  law  division 
will  not  be  entertained  by  that  division  unless  it  plainly  appears 
that  some  act  of  Congress,  decision  of  the  Secretary,  ruling  of  the 
Commissioner,  or  some  controlling  evidence  in  the  case  was  over- 
looked. 

44.  Fee  agreements  which  are  regular  in  every  particular  except 
that  the  blanks  in  the  attorney's  acceptance  relating  to  advance 
payment  of  part  of  the  fee  and  of  any  amount  for  postage  have  not 
been  filled  in  by  the  attorneys,  will  not  be  wholly  disregarded.  The 
fee  will  be  withheld  in  such  cases  and  the  matter  referred  to  the  law 
division  for  appropriate  action. 

45.  In  all  claims  referred  to  the  law  division  for  the  purpose  of 
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haying  determined  the  question  of  attorneyship,  the  examiner  must 
arrange  all  evidence  as  though  the  case  were  intended  to  be  submitted 
to  the  board  of  review,  and  if  a  prima  facie  case  has  been  established 
that  fact  should  be  stated  in  the  slip  of  reference. 

46.  No  claims  pending  in  this  Bureau  will  be  considered  out  of 
the  regular  order  of  business  upon  the  request  of  attorneys  or  agents 
or  any  other  person  whomsoever,  except  for  good  cause  shown  and 
upon  the  order  of  the  Ciommissioner  of  Pensions.  The  rights  of 
agents  or  attorneys  to  recognition  will  be  passed  upon  and  determined 
at  the  time  the  claim  is  taken  up. 

47.  Every  attorney,  agent,  or  other  person  recognized  by  this  De- 
partment as  entitled  to  practice  before  it  or  before  the  Commissioner 
of  Pensions  in  prosecuting  claims  for  pension,  shall  cause  to  be  filed 
with  the  Commissioner  of  Pensions  not  less  than  ten  days  before 
the  same  are  issued  for  general  circulation,  copies  of  all  circular  let- 
ters intended  and  framed  to  solicit  business  before  the  Commissioner 
of  Pensions,  and  if  at  the  end  of  ten  days  from  filing  the  same  such 
circular  letters  are  not  disapproved  and  notice  thereof  furnished  the 
person  filing  the  same,  they  shall  be  held  prima  facie  to  be  in*  manner 
and  form  approved. 

48.  Section  190,  United  States  Revised  Statutes,  provides  that  "  It 
shall  not  be  lawful  for  any  person  appointed  after  the  first  dav  of 
June,  one  thousand  eight  hundred  and  seventy-two,  as  an  bfficer,  clerk, 
or  employee  in  any  of  the  Departments,  to  act  as  counsel,  attorney, 
or  agent  for  prosecuting  any  claim  against  the  United  States  whidi 
was  pending  in  either  of  said  Departments  while  he  was  such  officer, 
clerk,  or  employee,  nor  in  any  manner,  nor  by  any  means,  to  aid  in 
the  prosecution  or  any  such  claim  within  two  years  next  after  he 
shall  have  ceased  to  be  such  officer,  clerk,  or  employee."  Claims  for 
increase  of  pension  shall  not  be  considered  as  pending  within  the 
meaning  of  this  section. 

OBDEB  HO.  18.— BBIEFING  CLAIXS. 

1.  All  claims  submitted  to  the  board  of  review  for  action  shall  be 
briefed  sj^stematically,  and  all  claims  will  be  returned  for  correction 
if  not  briefed  in  accordance  with  the  following  order  of  arrangement 
of  all  papers  in  the  claim : 

ORIGINAL  INVALID. 
GENEBAL  LAW. 

Brief  face.     (If  more  than  one.  nothing  to  appear  between  the 
"  faces  "  except  the  fee  agreements.) 
Fee  agreements. 

Declarations.     (In  order  of  filing,  oldest  first.) 
Other  statement  of  claimants.     (In  order  of  filing,  oldest  first) 
Powers  of  attorney. 
War  Department  reports. 
Other  Department  reports,  if  any. 
Certificates  of  disability  for  discharge. 
Evidence  of  prior  soundness,  when  necessary. 
Evidence  of  origin — (a)  Surgeon. 

b)  Commissioned  officers. 
[c)  Enlisted  men. 
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Evidence  of  continuance  in  its  chronological  order,  beginning  at 
discharge. 

Certificates  of  medical  examinations.  (Arranged  according  to  date 
of  examination,  oldest  first.) 

Where  claim  is  being  completed  by  widow  or  minor  child  and  no 
widow's  or  minor's  claim  is  submitted,  the  following  evidence  should 
come  immediately  after  evidence  of  continuance : 

Evidence  showing  date  of  death  of  soldier. 

Evidence  showing  marriage  of  soldier. 

Evidence  showing  death  of  former  consorts,  or  no  prior  marriage. 

Evidence  showing  widowhood.  (If  remarried,  evidence  showii^ 
that  fact) 

IF  ICINOB  COMPLETING. 

Evidence  showing  death  of  widow. 

Evidence  showing  dates  of  births. 

Evidence  showing  no  other  minor. 

Letters  of  guardianship. 

All  correspondence  wiui  witnesses,  interviews  by  special  examiners, 
and  the  verification  of  service,  to  follow  the  affidavits  to  which  tibey 
refer,  in  the  order  here  named. 

If  a  claim  under  the  act  of  June  27,  1890,  has  already  been  sub- 
mitted, and  subsequently  a  claim  under  the  general  law  is  to  be  sub- 
mitted, the  War  Department  and  other  Department  reports  should 
be  removed  and  placed  in  their  proper  place  in  the  generaHaw  brief. 
In  all  cases  all  the  certificates  of  medical  examination  should  always 
be  placed  at  the  end  of  the  brief. 

ORIGINAL  INVALID. 
ACT  OF  JUNE  27,  1890. 

Same  order  should  be  observed  as  in  an  original  claim  under  the 
general  law,  except  that,  following  the  reports  from  the  War  or 
other  Departments,  should  come : 

Evidence  of  existence  of  disability,  from  date  of  filing  to  medical 
exan.   lation. 

Evidence  of  nonvicious  habits. 

If  the  original  invalid  claim  under  the  general  law  has  already 
been  briefed  and  submitted,  or  if  there  is  to  be  an  original  invalid 
claim  under  the  general  law  and  at  the  same  time  a  claim  under  the 
act  of  June  27,  1890,  submitted,  then,  following  the  brief  face  imder 
the  act  of  June  27,  1890,  should  come : 

Declarations. 

Claimant's  statements. 

Powers  of  attorney. 

Evidence  of  existence  of  disability  from  date  of  filing. 

Evidence  of  nonvicious  habits. 

Other  papers  necessary  to  establish  the  claim  remaining  in  the 
brief  under  the  general-law  claim. 

INCREASE. 
GENERAL  LAW  AND  ACT  OF  JUNE  27,  1890. 

Brief  face. 

Pending  declaration  for  increase. 
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Evidence  in  support  of  claim  for  increase. 
Powers  of  attorney. 

Former  face  sheets  in  order.    (Oldest  last.) 

The  certificate  of  medical  examination  should  follow  certificate  of 
medical  examination  made  in  former  claim. 

INCREASE  AND  ADDITIONAL  DISABIUTr. 

Same  mode  of  procedure  as  in  straight  increase,  except  that  testi- 
mony as  to  ori^n  should  follow  former  testimony  as  to  same,  and 
evidence  of  continuance  should  follow  former  evidence  as  to  continu- 
ance. Certificate  of  medical  examination  to  be  placed  last  in  the 
brief,  and  fee  agreements  to  be  placed  as  in  an  original  claim. 

BERATING. 

Same  as  in  increase  claim.  No  medical  examinations  are  had  in 
such  a  claim.  If  claim  for  rerating  is  submitted  with  any  other  claim 
or  claims  under  general  law,  action  for  both  or  all  should  be  had  cm 
same  brief  face. 

RESTORATIONS  AND  REISST7ES. 

Claims  for  restorations  and  reissues  of  all  kinds  should  be  briefed 
as  in  a  claim  for  increase  and  new  disability. 

widow's  claim. 

GENERAL  LAW. 

Brief  face.  (If  more  than  one,  nothing  to  appear  between  the 
faces  except  the  fee  agreements.) 

Fee  agreements. 

Declarations.     (In  order  of  filing,  oldest  first.) 

Other  statements  of  claimants.     (In  order  of  filing,  oldest  first.) 

Powers  of  attorney. 

War  Department  reports. 

Other  Department  reports,  if  any. 

Certificate  of  disability  for  discharge. 

Evidence  showing  any  other  service  of  soldier. 

Evidence  of  origin.  (To  be  arranged  as  in  an  original  invalid 
claim.) 

Evidence  of  continuance.  (To  be  arranged  as  in  an  original  inva- 
lid claim.) 

Evidence  showing  date  and  cause  of  death. 

Evidence  of  marriage  to  soldier. 

Evidence  of  death  of  former  consort  or  no  prior  marriage. 

Evidence  of.  continued  widowhood. 

Evidence  of  births  of  children  claimed  for,  and  that  they  are  still 
living. 

If  soldier  was  a  pensioner,  or  where  an  invalid  claim  is  also  sub- 
mitted, the  War  and  other  departmental  reports  should  appesM*  in 
the  invalid  brief  instead  of  the  widow's,  as  above,  as  also  evidence 
of  origin  and  continuance,  except  where  death  is  attributed  to  other 
than  the  causes  for  which  soldier  was  pensioned,  or  for  which  an 
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invalid  claim  was  submitted,  in  which  event  such  evidence  should 
appear  with  the  widow's  brief  in  the  order  as  given  above. 

All  correspondence  with  witnesses,  interviews  by  special  exam- 
iners, and  the  verification  of  service  to  follow  the  affidavits  to  which 
they  refer,  in  the  order  here  named. 

widow's  claim. 
▲or  OF  JUNK  27,  1890. 

The  same  order  of  brief  should  be  followed  as  in  a  claim  under 
the  general  law,  except  that  evidence  as  to  means  of  support,  fol- 
lowed by  copy  of  assessment  record,  should  occupy  the  place  of 
^'  origin  and  continuance." 

MINOB  COMPLETINQ. 

Following  dates  of  births  of  children  should  come: 
Evidence  showing  no  other  minors. 
Evidence  showing  date  of  death  of  widow. 
Letters  of  guardianship. 

ACCRUED  pension  AND  REIMBURSEMENT. 

If,  in  case  of  the  soldier,  face  brief  to  be  placed  on  top  of  last 
invalid  brief  face. 

In  case  of  widow  or  dependent  relative,  to  be  placed  on  top  of  the 
last  brief  face  in  such  case. 

Evidence  in  support  of  the  claim  should  be  placed  next  to  the  brief 
face,  except : 

When  there  is  a  widow's  or  minor's  claim  also  submitted;  it  should 
then  appear  in  its  proper  place  in  such  claim 

minor's  claim. 

UNDER  GENERAL  LAW  OR  ACT  OF  JUNE  27,   1890. 

Same  order  of  arrangement  as  in  a  widow's  claim,  except  that  after 
evidence  showing  dates  of  births  of  minors  should  come: 

Evidence  of  any  other  minors. 

Evidence  that  all  are  still  living. 

Letters  of  guardianship. 

In  a  minor's  claim  under  act  of  June  27,  1890,  the  evidence  of 
means  of  support  is  not  required. 

HELPLESS    minors. 
ACT  OF  JUNE  27,  1890. 

{Supplemental  issue  to  widow's  or  minor's  pension.) 

Brief  face  (on  top  of  widow's  or  minor's  face  sheet). 

Declaration  ^following  former  declarations.) 

Statements  oi  claimant. 

Evidence  as  to  helplessness  to  follow  last  evidence  filed  in  claim. 

Certificate  of  medical  examination  (if  any),  last  paper  in  case. 


\ 
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DEPENDENT  MOTHER. 
UNDER  GENERAL  LAW  OR  ACT  OF  JUNE  27,  1890. 

Brief  face. 

Fee  agreements. 

Declarations.     (In  order  of  filinjg,  oldest  first.) 

Other  statements  of  claimant     (In  order  of  filing.) 

Powers  of  attorney. 

War  Department  reports. 

Other  Departmental  reports,  if  any. 

Certificates  of  disability  for  discharge. 

Evidence  showing  any  other  service  of  soldier. 

Evidence  of  origin.     (To  be  arranged  as  in  an  invalid  claim.) 

Evidence  of  continuance.     (To  be  arranged  as  in  an  invalid  claim.) 

Evidence  of  date,  and  cause  of  death  of  soldier. 

Evidence  of  relationship  of  soldier  and  claimant. 

Evidence  of  celibacy  or  soldier. 

Evidence  of  death  or  disability  of  father. 

Evidence  of  dependence — (a)  Property. 

6)  Income. 
c)  Contributions, 

Transcript  of  assessment  records. 

Evidence  as  to  whether  claimant  has  remarried. 

If  soldier  was  a  pensioner,  or  where  an  invalid  claim  is  submitted, 
the  War  and  other  Department  reports;  also  evidence  of  origin  and 
continuance,  except  where  death  is  attributed  to  other  than  the 
causes  for  which  soldier  was  pensioned,  or  for  which  an  invalid 
claim  is  submitted,  should  appear  in  the  invalid  brief,  instead  of  the 
dependent  mother's,  as  above. 

DEPENDfJNT   FATHER. 
UNDER  GENERAL  LAW  OR  ACT  OF  JUNE  27,  1890. 

Same  arrangement  as  in  a  mother's  claim,  except  that,  after  evi- 
dence of  date  and  cause  of  soldier's  death,  should  come: 
Evidence  of  marriage  to  mother. 
Evidence  of  birth  oi  soldier. 
Evidence  of  death  of  mother. 
Evidence  of  celibacv  of  soldier. 
Evidence  of  dependence. 
Transcript  of  assessment  records. 

DEPENDENT  BROTHERS  AND  SISTERS. 
UNDER  GENERAL  LAW  OR  ACT  OF  JUNE  27,  1890. 

Same  arrangement  as  in  a  mother's  case,  except  that,  after  evi- 
dence of  date,  and  cause  of  death,  should  come: 
Evidence  of  relationship  to  soldier. 
Evidence  of  celibacv  oi  soldier. 
Evidence  of  death  of  father  and  mother. 
Evidence  of  dates  of  births  of  claimants. 
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Evidence  of  no  other  minor  brothers  or  sisters. 
Evidence  of  dependence. 
Transcript  of  assessment  records. 

MEXICAN    WAS. 
BUBVIVOB. 

Brief  face. 

Declarations.     (In  order  of  dates  of  filing.) 

Claimant's  affidavits.     (In  order  of  filing.) 

Powers  of  attorney. 

Department  reports. 

Evidence  of  identity. 

Evidence  of  disabihty,  dependence,  or  age. 

MEXICAN   WAB. 
WIDOW. 

If  there  is  no  survivor's  brief,  then  arrangement  to  be  same  as  in 
Mexican  war  survivor,  to  be  followed  by : 
Evidence  of  death  of  soldier. 
Evidence  of  marriage  to  soldier. 
Evidence  as  to  prior  marriage. 
Evidence  as  to  continued  widowhood. 

If  there  is  a  survivor's  brief,  then  widow's  brief  should  consist  of: 
Brief  face.  / 

Declarations. 
Claimant's  statements. 
Powers  of  attorney. 
Evidence  of  identity. 
Evidence  of  death  of  soldier. 
Evidence  of  marriage  to  soldier. 
Evidence  as  to  prior  marria^. 
Evidence  as  to  continued  widowhood. 
Evidence  of  disability,  dependence,  or  age. 

MEXICAN   WAR. 
INCREASE. 

Brief  face.     (To  be  placed  on  top  of  former  face  sheets.) 
Declarations,  following  former  declarations  in  survivor's  claim. 
Claimant's  statements,  following  declarations. 
Powers  of  attorney. 

Evidence  as  to  age,  disability,  and  means  of  support  to  follow 
former  testimony  in  survivor's  claim. 
Certificate  of  medical  examination. 

INDIAN    WARS. 
8UBVIV0B. 

Brief  face. 

Declarations.     (In  order  of  filing.) 

Claimants's  statements.    (In  order  of  filing.) 
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Powers  of  attorney. 
Department  repo^ 
Evidence  of  identity. 


INDIAN  WAR8L 
WUX>W. 


If  there  is  no  survivor's  brief,  then  arrangement  to  be  the  same 
as  Indian  wars  survivor,  f ollowea  by : 
Evidence  of  death  of  soldier. 
Evidence  of  marriage  to  soldier.' 
Evidence  as  to  prior  marriage. 
Evidence  as  to  continued  widowhood. 

If  there  is  a  survivor's  brief,  then  widow^s  brief  should  consist  of: 
Brief  face. 
Declarations. 
Claimant's  statements. 
Powers  of  attorney. 
Evidence  of  identity. 
Evidence  of  death  of  soldier. 
Evidence  of  marriage  to  soldier. 
Evidence  as  to  prior  marriage. 
Evidence  of  continued  widowhood. 

ARMY   NI7B9B. 

Brief  face. 

Declarations. 

Claimant's  statements. 

Department  reports. 

Evidence  as  to  service  (when  required). 

Evidence  as  to  inabilitv  to  earn  a  support 

2.  When  a  claim  is  briefed,  a  sheet  of  manila  paper  will  be 
attached  last  of  all  and  the  whole  brief  fastened  together  with  two 
paper  festeners,  passed  through  from  back  to  front.  The  manila 
sheet  should  not  be  turned  over  on  the  top  of  the  brief  face. 

3.  Nothing  should  appear  on  the  face  sheet  submitted  except 
opinions  of  the  medical  division,  slips  from  the  Commissioner  or 
Deputy  Commissioners  directing  action  to  be  taken,  slips  from 
the  law  division  relative  to  the  le^lity  of  marriage  and  divorce, 
validity  of  declarations,  etc.  Decisions  of  the  Secretary  of  the 
Interior  directing  admission  or  special  examination  ^ould  be  placed 
immediately  below  the  brief  face. 

4.  In  preparing  all  certificate  cases  for  submission  to  the  board 
of  review  tor  final  action,  the  "History  of  claim"  sheet  will  be 
used  and  placed  next  to  the  face  sheet. 

5.  Index  sheets  will  be  prepared  in  all  claims  submitted  for  special 
examination  and  should  be  placed  next  to  the  face  sheet.  The  dates 
when  the  medical  examinations  were  made  and  not  the  date  of  the 
filing  of  the  certificate  in  the  Bureau  should  be  noted  in  the  index 
sheet  in  cases  prepared  for  special  examination,  and  the  list  of  com- 
rades, when  required  in  a  claim  for  special  examination,  should  be 
placed  next  to  the  index  sheet. 

All  cases  submitted  for  special  examination  shall  be  accompanied 
by  a  slip  signed  by  chief  of  division  referring  the  case,  stating  ex- 
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plicitly  just  what  points  should  be  inquired  into  and  the  reasons 
therefor.  When  purely  medical  (juestions  are  involved  the  directions 
of  the  medical  referee,  as  to  points  for  examination,  should  be  in- 
cluded in  above.  The  slip  should  also  state  that  all  necessary  and 
accessible  evidence  from  the  several  Departments  has  been  obtained, 
and  that  all  the  evidence,  including  post-office  address  of  witnesses, 
has  been  properly  briefed.  The  object  is  to  confine  the  investigation 
to  the  vital  points  at  issue,  and  not  have  time  wasted  on  nonessential 
matters. 

In  submitting  claims  for  special  examination  which  have  been 
returned  by  the  board  of  review  for  that  purpose  the  following  form 
will  be  used: 

Respectfully  referred  to  the  chief  of  the  special  examination  division  fdr 
compliance  with  the  recommendation  contained  In  the  slip  approved  by  the 
chief  of  the  board  of  review  hereto  attached. 

6.  Cases  submitted  for  admission  or  rejection  shall  so  state;  and 
the  examiner  may,  if  he  desire,  give  briefly  his  reasons  for  his  action 
in  the  premises.  The  grounds  upon  which  it  is  proposed  the  claim 
should  be  rejected  should  alwavs  be  stated  by  the  examiner. 

7.  In  cases  submitted  to  the  Doard  of  review  the  credibility  reports 
of  postmasters,  members  of  boards  of  examining  surgeons,  special 
examiners,  or  other  persons  giving  information  of  this  character, 
must  not  be  attached  to  the  brief,  but  must  be  placed  in  an  envelope 
marked  "  CJonfidential,"  and  this  envelope  placed  in  the  jacket  of 
the  case.  This  does  not  apply  to  special  examiners'  reports  upon 
the  credibility  of  witnesses  made  as  a  part  of  their  regular  merit 
work,  but  the  rating  as  to  credibility  in  such  reports  should  be 
made  on  the  index  sheet.  In  special  examiners'  regular  reports 
tiiey  will  be  placed  as  heretofore  in  front  of  the  depositions.  Where 
a  special  examiner  in  reply  to  a  credibility  inquiry  cross-examines 
a  witness  and  takes  a  deposition,  the  same  will  oe  placed  in  the 
brief  after  the  original  affidavit  of  such  witness.  All  papers  in  the 
case  which  are  not  to  be  considered  by  the  reviewer  should  be  col- 
lected together  in  a  separate  jacket. 

8.  The  line  of  the  brief  face  beginning  with  the  words  "  pensioned 
for  "  is  left  blank  by  the  examiner  to  be  filled  in  by  the  raters  after 
the  legal  and  medical  approvals  have  been  made.  The  raters  must 
use  the  greatest  care  in  filling  this  line  accurately  in  accordance  with 
the  medical  approval. 

9.  No  erasure  shall  be  made  of  any  writing  or  printing  upon  any 
brief,  or  other  official  paper  pertainmg  to  a  claim  filed,  or  adjudi- 
catedj  except  by  such  a  line  or  lines  drawn  through  the  writing  or 
printing,  the  correction  or  expunging  of  which  is  designed,  as  will 
permit  the  reading  with  distinctness  of  that  which  is  erased.  All 
such  changes  or  indorsements  upon  briefs  must  be  signed  or  initialed 
and  dated  by  the  person  making  the  same. 

10.  All  brief  faces  should  b^  indorsed  or  initialed  so  as  to  show 
at  a  glance  the  division  to  which  the  case  belongs.  The  brief  face 
should  show  the  name  of  the  Member  of  Congress  or  Senator  who 
called  up  the  case,  written  in  red  ink  on  the  left-hand  margin  oppo- 
site the     allegations  of  the  claimant." 

11.  In  resubmitting  cases  to  the  board  of  review  from  the  special 
examination  division  a  new  whole  brief  face  should  be  prepared 
where  it  is  impracticable  to  make  use  of  the  old  one. 
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12.  No  claim  shall  be  submitted  to  the  board  of  review  for  action 
without  having  attached  thereto  a  separate  brief  face  for  each  class 
of  claims  involved,  and  action  in  each  class  shall  be  on  the  brief 
face  especially  prepared  therefor. 

13.  After  the  examiner  has  prepared  his  brief  he  shall  submit  the 
same  to  a  careful  criticism  beiore  the  papers  are  fastened  together, 
and  check  off  with  a  bhie  pencil,  being  careful  not  to  deface  the 
brief,  the  various  entries  thereon,  as  he  makes  his  examination, 
beginning  with  the  name  of  the  claimant  and  going  over  all  the 
written  portions  of  the  brief  until  every  item  therein  has  been  verified 
and  checked.  The  same  rule  will  be  ooserved  in  the  board  of  review, 
where  the  check  marks  will  be  made  with  red  pencil.  The  errors 
discovered  in  briefs  by  the  reviewer  will  be  charged  against  the 
examiner  and  operate  as  a  reduction  in  the  standard  of  efficiency. 

14.  \Miere  a  claim  has  been  rejected  and  evidence  is  subsequentlv 
filed  therein,  in  considering  such  evidence  a  brief  face  will  be  used, 
as  per  form  prepared  for  this  purpose,  which  should  show  fully  all 
testimony  filed  and  the  date  thereof^  since  action  of  rejection  was 
taken,  and  must  be  attached  to  the  brief.  If  the  rejection  was  based 
upon  legal  grounds  only,  and  the  testimony  filed  since  is  deemed, 
alter  careful  examination  in  the  adjudicating  division,  to  warrant 
reopening,  the  examiner  will  so  state  in  the  space  provided  on  the 
brief,  and  have  his  action  approved  by  the  chief  of  his  division; 
and  this  action  will  constitute  the  reopening  of  the  claim;  but  if 
deemed  not  sufficient  to  warrant  reopening,  the  examiner  will  so 
state,  giving  reasons  therefor,  and  have  such  adverse  action  also 
approved  by  the  chief  of  his  division,  and  the  claimant  or  attorney 
will  be  fully  advised  of  such  action  and  the  reasons  for  the  same. 
In  claims  rejected  upon  medical  grounds,  the  reopening  brief  face 
will  be  used  by  filling  out  that  part  thereof  which  is  prepared  for 
reference  to  the  medical  referee.  The  action  of  the  medical  referee 
upon  such  reference  will  also  be  entered  upon  the  brief  face  in  the 
space  provided  therefor,  and  if  adverse  the  claimant  or  attorney  will 
be  fully  advised  by  the  examiner  why  reopening  is  denied.  If  the 
medical  action  is  in  favor  of  reopening  or  or  ordering  another  medical 
examination,  such  action  on  the  brief  face  constitutes  a  reopening 
of  the  claim,  and  when  another  medical  examination  is  determined 
upon  it  shall  be  ordered  by  the  medical  referee  and  the  papers  re- 
tained in  his  division  awaiting  the  certificate  of  such  examination. 

15.  Should  the  medical  referee  reverse  the  action  of  rejection  in 
a  case  referred  to  him  on  slip  by  the  Commissioner  or  either  of 
the  Deputy  Commissioners,  the  adjudicating  division  will,  when 
submitting  the  case  to  the  board  of  review,  use  the  reopening  ^ief 
face  and  state  thereon  that  the  case  has  been  reopened  by  either 
of  these  officers  of  the  Bureau  upon  the  opinion  of  the  medical 
referee,  which  opinion  should  be  securely  fastened  to  such  brief. 

16.  Likewise  whenever  directions  are  given  on  slips  by  either 
the  Commissioner  or  one  of  the  Deputy  Commissioners  to  reopen 
a  claim,  the  adjudicating  division  will  reopen  such  case,  using  the 
reopening  brief  face  and  attaching  the  slip  securely  thereto. 

17.  Testimony  filed  to  reopen  a  rejected  claim  requiring  the  action 
of  the  law  division  on  questions  of  marriage,  divorce,  etc.,  will  be 
referred  on  the  reopening  brief  face  to  the  law  division  in  the  same 
manner  as  cases  referred  to  the  medical  referee. 
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18.  Beopened  claims  when  aufamitted  to  the  board  of  review  for 
final  action  will  have  the  regular  brief  face  attached,  the  reopening 
brief  face  following  it 

19.  Cases  of  this  character  referred  bv  the  adjudicating  divisicHis 
to  the  medical  referee  or  law  clerk  will  be  folded  and  have  attached 

to  the  jacket  the  printed  card:  "Referred  to  the  division 

for  action  on  reopening  brief,"  and  when  action  has  been  taken  by 
the  medical  referee  or  law  clerk,  the  reverse  side  of  said  card  will 
be  used  for  returning  the  cases  to  the  proper  divisions. 

20.  It  is  not  intended  by  the  use  of  the  reopening  brief  face  to 
require  the  reference  of  testimony  to  the  medical  referee  in  cases 
rejected  upon  medical  grounds  when  such  testimony  on  its  face 
shows  that  it  can  not  reverse  the  former  Bureau  action. 

21.  When  the  Commissioner  has  occasion  to  reverse  the  action 
of  the  board  of  review,  in  addition  to  attaching  to  the  file  of  papers 
the  leason  for  the  Commissioner's  action  as  per  signed  slip  an  addi- 
tional brief  face  will  be  attached,  across  which  will  be  indorsed  the 
Commissioner's  reasons  for  rejection;  also,  across  the  former  brief 
face  allowing  the  claim  by  the  board  of  review,  have  written  in  red 
ink  cancellation  of  that  brief  face  and  reasons  therefor. 

OEDEE  NO.  18.-<;LAIMS  07  lONOES. 

1.  The  consideration  of  all  claims  under  section  4702,  where  the 
children  had  attained  the  age  of  16  vears  before  March  3,  1879,  or 
before  July  1,  1880,  and  had  not  filed  in  the  Pension  Bureau  an 
application  for  the  pension  prior  to  July  1,  1880,  will  be  withheld 

{ending  further  instructions  from  the  nonorable  Secretary  of  tiie 
nterior. 

2.  All  claims  under  said  section  where  the  children  were  under 
16  years  of  age  on  July  1,  1880,  or  were  bom  since  that  date,  will 
be  adjudicated  without  unnecessary  delay,  irrespective  of  the  time 
of  filing  the  application. 

3.  When  a  claim  includes  children  who  had  attained  the  age  of 
16  years  prior  to  July  1,  1880,  without  having  filed  an  application 
for  pension,  and  also  those  who  were  under  16  years  of  age  on  July 
1,  1880,  or  were  born  since  that  date,  the  claim  will  be  adjudicated, 
irrespective  of  the  date  of  filing  the  application.  If  the  claim  is 
allowed,  only  that  portion  of  the  pension  will  be  paid  to  which  the 
minor  children  who  were  under  16  years  of  age  on  July  1,  1880, 
or  who  have  been  born  since,  may  severally  be  entitied.  That  por- 
tion of  the  pension  claimed  by  minor  children  who  had  attained  the 
age  of  16  years  prior  to  July  1,  1880,  without  having  filed  an  ap- 

{Tication,  will  be  withheld  pending  further  instructions  from  the 
)epartment. 

OEDEE  NO.  14.~CLAIMS  UNDEE  ACT  OF  TUTfE  27,  1890,  AS  AMEVDED  BT 

ACT  OF  MAY  9,  1900. 

1.  In  adjudicating  claims  filed  under  section  2  of  the  act  of  June 
27,  1890,  or  under  said  section  as  amended  by  act  of  May  9,  1900, 
the  greatest  care  must  be  exercised  to  see  that  each  and  every 
mental  or  physical  infirmity  of  a  permanent  character,  not  due  to 
applicant's  own  vicious  habits,  is  duly  considered  and  tiiat  the  rate 
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of  pension  to  which  applicant  is  entitled  be  determined  by  the  decree 
to  which  all  of  these  infirmities,  whether  minor  or  serious,  when 
considesed  together,  render  applicant  unable  to  earn  a  support  hj 
manual  labor.  The  minimum  rate  of  pension  is  $6  and  the  maxi- 
mum $12  i>er  month,  with  intermediate  rates  of  $8  and  $10  per 
month  for  intermediate  d^rees  of  inability  to  earn  a  support  oy 
manual  labor. 

2.  Widows'  claims  under  section  8  of  the  act  of  June  27,  1890, 
rejected  under  the  rule  laid  down  and  in  force  prior  to  May  9,  1900, 
will  be  reexamined,  and  in  each  instance  where  the  conditions  shown 
warrant  the  belief  that  applicant  may  be  entitled  to  pension  under 
said  section  as  amended  oy  the  act  of  May  9,  1900,  a  new  blank 
application  as  per  form  provided  should  be  immediately  forwarded 
to  the  applicant,  accompanied  by  definite  instructions  as  to  its  exe- 
cution and  the  evidence  required.  The  same  course  will  be  followed 
in  each  case  where  the  name  of  a  widow  pensioner  under  said  section 
has  been  heretofore  dropped  from  the  roll  on  the  ground  of  non- 
dependence. 

3.  When  upon  the  examination  of  a  widow's  claim  filed  prior  to 
May  9^  1900,  under  section  3  of  the  act  of  June  27,  1890,  out  not 
yet  adjudicated^  the  conditions  shown  warrant  the  belief  that  under 
the  practice  existing  prior  to  May  9,  1900,  the  claim  would  have 
been  rejected,  but  ^at  under  the  section  as  amended  on  the  last- 
named  date  tne  applicant  may  be  entitled  to  a  pension,  further  con- 
sideration of  the  claim  for  the  time  bein^  shoula  be  suspended  and  a 
blank  application  forwarded  as  directed  m  the  preceding  paragraph. 

OEDEE  NO.  15.— CONSOLIDATION  OF  CLAIMS. 

1.  When  an  original  claim  of  a  widow,  minor^  or  dependent  relative 
of  a  soldier  is  med,  and  upon  an  examination  or  the  records  it 
appears  that  a  pension  had  been  previously  allowed  to  or  on  account 
OT  the  soldier  named  in  the  application,  the  record  division  will  note 
the  number  and  series  of  the  certificate  previously  issued  upon  the 
jacket  of  the  new  claim  and  forward  the  claim  to  the  adjuaicating 
division  to  which  it  belongs. 

2.  When  the  claim  shall  have  reached  the  adjudicating  division, 
the  chief  of  division  will  cause  to  be  prepared  and  forwarded  to  the 
admitted  files  the  proper  slip  bearing  the  certificate  number,  series, 
and  service  of  the  allowed  claim^  and  the  number  of  the  pending 
daim.  The  allowed  claim,  including  the  jacket,  wiU  then  be  drawn 
and  forwarded  to  the  adjudicating  division  and  consolidated  with 
the  pending  claim,  and  the  slip  wul  be  retained  in  its  place  in  the 
admitted  files. 

3.  When  two  or  more  pending  claims  on  account  of  the  same  sol- 
dier are  allowed  on  review,  they  will  be  kept  together  in  the  certifi- 
cate division,  and  when  they  finally  reach  the  admitted  files  they  will 
be  filed  under  the  number  oi  the  certificate  issued  to  the  person  having 
the  latest  title  in  the  order  of  succession.  If  at  any  time  during  the 
examination  or  adjudication  of  a  claim  it  shall  appear  that  there  is 
a  previously  allowed  claim,  the  papers  or  jacket  of  which  have  not 
been  consolidated  with  the  pending  claim,  the  examiner  having  the 
claim  in  charge  will  forward  the  proper  slip  to  the  admitted  files  and 
draw  and  oonsolidate  the  jacket  and  any  otaer  papers  it  may  contain 
with  the  pending  claim. 
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4.  When  a  claim  is  filed  and  the  records  show  no  previouslv 
allowed  claim,  but  show  a  pending  or  rejected  claim,  the  claims  will 
be  consolidated  by  the  adjudicating  division  upon  receipt  of  the  new 
claim  from  the  record  division. 

5.  The  above  directions  shall  not  apply  to  the  consolidation  of 
claims  for  bounty  land,  or  for  service  rendered  or  disability  incurred 
in  any  of  the  old  wars  or  in  the  Navy. 

6.  When  a  pending  or  rejected  original  invalid  claim  is  consoU- 
dated  with  a  widow's,  minor's,  or  dependent  claim,  a  slip  repre- 
senting the  invalid  claim,  and  showing  under  what  law  said  (uaim 
was  made,  whether  penaing  or  rejected,  and  the  number  of  the 
claim  with  which  it  is  consolidated,  will  be  made  and  placed  in  the 
proper  invalid  file. 

7.  When  a  pending  or  rejected  widow's  claim  is  consolidated  with 
a  minor's  claim,  or  a  father's  with  a  mother's  claim,  or  the  reverse, 
a  slip  representing  said  claim  and  showing  the  law  under  which  it 
was  made,  whether  pending  or  rejected,  ana  the  number  of  the  claim 
with  which  it  is  consolidated,  will  be  made  and  placed  in  the  proper 
widow's  and  dependent  file. 

8.  When  a  claim  is  filed  under  the  act  of  June  27, 1890,  as  amended 
by  the  act  of  May  9,  1900,  and  it  is  found  that  the  claimant  has  an 
old  law  claim  pending  which  has  been  sent  to  the  field  for  special 
examination,  the  new  law  claim  will  at  once  be  briefed,  indexeo,  and 
forwarded  to  the  special  examination  division  for  consolidation  with 
the  old  law  claim. 

OEDEE  NO.  16.— OONGEESSIONAL  COEEESFONDENCE. 

1.  All  CJongressional  calls  for  status  will  be  promptly  answered. 

2.  The  Eepresentative,  in  order  to  receive  the  benefits  of  this  priv- 
ilege, should  state  in  the  call-up  slip  that  the  claimant  is  a  bona  fide 
resident  of  his  Congressional  district,  and  that  the  call  is  not  made 
at  the  instigation  or  request  of  any  pension  attorney  or  claim  agent 
The  call  slip  will  be  retained  in  the  files  of  the  case  and  the  date  when 
the  same  was  answered  will  be  indorsed  tliereon,  together  with  the 
initials  of  the  examiner  who  answered  the  same. 

OEDEE  NO.  17.— GOEEECTION  OF  EEEOES  IN  CEETIFICATES. 

1.  Certificates  and  accompanying  papers  returned  by  the  pension 
agents  to  the  Bureau  for  correction  will  be  sent  by  the  chief  of  the 
mail  division  to  the  chief  of  the  certificate  division,  who  will  cause 
all  errors  to  be  promptly  corrected  and  return  the  papers  to  the 
pension  agents. 

2.  If  the  errors  are  of  such  a  nature  that  they  can  not  be  corrected 
in  the  certificate  division,  the  chief  of  that  division  will  send  the 
paj)ers  to  the  board  of  review,  with  a  blue  card  attached  headed 
"  Immediate."  The  chief  of  the  board  of  review  will  have  the  cases 
taken  up  iminecliately  after  their  receipt  and  the  errors  corrected, 
and  the  papers  returned  to  the  certificate  division.  If  it  is  necessary 
to  return  such  cases  to  the  adjudicating  divisions  for  the  purpose  oi 
obtaining  additional  information,  they  will  be  treated  at  all  stages 
of  their  progress  as  "  special,"  the  intention  being  to  have  all  errors 
corrected  and  the  papers  returned  to  the  chief  of  the  certificate 
division  with  the  least  possible  delay. 
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3.  If  the  papers  in  the  case  have  been  sent  to  the  field  for  special 
examination  and  the  error  can  not  be  corrected  in  their  absence, 
they  will  be  immediately  recalled  so  as  to  facilitate  the  correction 
of  the  certificate. 

OEDEB  NO.  18.— OOEEESPONDENCE. 

1.  Every  person  asking  information  relative  to  the  merits  or  statas 
of  any  claim  or  matter  pending  before  this  Bureau  is  entitled  to  a 
respectful  and  prompt  reply,  and  all  letters  of  inquiry  should  there- 
fore be  answered  as  early  as  practicable  after  their  receipt.  Official 
replies  should  be  fully  responsive  to  the  subject-matter  oi  the  request 
and  written  to  the  understanding  of  the  correspondent.  They  should 
be  as  brief  as  is  consistent  with  a  full  and  frank  answer,  stating 
all  the  facts  and  points  necessary;  all  effort  at  mystification^  or  mis- 
leading the  person  written  to,  should  be  avoided.  Information  as  to 
the  status  or  merits  of  a  claim  will  be  given  only  to  claimant,  his 
recognized  attorney.  Member  of  Congress,  Senators,  and  heads  of 
Bureaus,  unless  by  direction  of  proper  authority.  To  those  not 
entitled  to  the  information  requested  a  response  stating  fully  why 
no  information  can  be  furnished  should  be  made. 

2.  When  an  attorney  has  been  disbarred  and  a  claim  in  which  he 
has  been  recognized  is  called  up,  in  giving  status  to  the  claimant, 
a  Member  of  Coflgress,  or  any  other  person  entitled  to  the  status, 
such  parties  will  be  advised  that  the  attorney  has  been  disbarred 
from  practice. 

3.  Circular  letters  should  be  used  when  possible,  and  letters  will 
only  be  written  when  printed  circulars  will  not  answer  the  purpose. 
This  rule  applies  to  inquiries  forwarded  from  the  Commissioner  or 
Deputy  Commissioners.  No  erasures,  interlineations,  or  underscoring 
should  be  made  on  the  official  circulars  of  the  Bureau  containing  the 
signature  of  the  Commissioner. 

4.  All  communications  to  the  Bureau  in  relation  to  any  claim  filed 
therein  or  other  matter  pertaining  thereto  should  be  addressed  to 
the  Commissioner,  one  of  the  Deputy  Commissioners,  or  chief  clerk. 
Communications  addressed  to  any  other  officer  or  employee  of  the 
Bureau  in  relation  to  any  business  of  the  Bureau  must  be  referred 
to  one  of  the  officers  named  above  before  any  action  is  taken  thereon. 

5.  All  official  communications  will  be  made  in  the  name  of  the 
Commissioner  of  Pensions,  except  that  the  personal  official  corre- 
spondence of  the  First  Dej)uty  Commissioner  and  the  Second  Deputy 
Commissioner  may  be  made  in  their  names,  and  the  correspondence 
l>etween  the  medical  referee  and  examining  surgeons  relating  to  the 
preparation  of  their  certificates  may  be  in  the  name  of  the  medical 
referee. 

6.  To. secure  uniformity  the  address  of  all  communications  from 
this  Bureau  should  be  given  at  the  close. 

7.  When  a  soldier  served  under  an  assumed  name  the  alias  will  not 
be  put  on  the  envelope  when  sending  him  an  official  communication. 

8.  All  official  communications  from  this  Bureau  must  bear  the 
initials  of  the  writer  and  will  be  carefully  reviewed  to  see  that  the 
same  are  written  in  plain  and  fair  handwriting  without  abbrevia- 
tions, interlineations,  blots,  or  erasures,  official,  respectful,  and  con- 

S.  Doc.  3DG,  59-2,  pt  2 8 
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cise  in  language  and  properly  punctuated;    also  that  the 
contsiin  a  full  and  complete  showing  of  all  requirements  necessmiy 
to  a  proper  adjudication  of  the  claim  or  matter  to  which  they  relmta 

9.  JPiecemeal  correspondence  should  be  avoided.  Whenever  a  caU 
is  made  for  any  evidence  all  that  is  required  to  settle  the  case  must 
be  included  so  far  as  can  be  foreseen  at  the  time.  No  second  calls 
should  be  made  for  the  same  evidence  except  in  cases  where  it  is 
reasonably  certain  that  neither  the  claimant  nor  his  agent  has  received 
the  first;  and  no  repeated  call  should  be  made  for  evidence  which 
claimant  has  shown  to  be  unobtainable. 

10.  If  in  response  to  a  call  of  this  Bureau  evidence  has  been  offered 
in  a  claim  which,  in  the  opinion  of  the  examiner,  is  incompetent  or 
insufficient,  he  should  fully  state  the  reasons  for  its  nonacceptanoe 
in  calling  for  more  to  the  same  point.  The  claimant  is  entitled  to 
know  wherein  any  evidence  he  has  offered  is  insufficient.  Where  a 
call  for  evidence  necessary  to  complete  a  pension  claim  has  been  made 
upon  the  claimant  and  his  attorney,  the  status  of  such  case  will  not 
again  be  furnished  them  by  the  Bureau  until  the  call  has  been 
answered. 

11.  Status  calls  in  claims  which  have  been  forwarded  to  the 
board  of  review  for  adjudication  will  not  be  answered  unless  such 
claims  are  returned  to  the  adjudicating  division,  in  which  case  a 
proper  reply  will  there  be  made.  ^ 

12.  All  communications  from  this  Bureau  intended  for  United 
States  pension  agents  shall  express  only  the  official  designation  and 
the  post-office  address  of  the  agent  for  whom  the  communication 
is  designed,  as,  for  instance,  "  Imited  States  Pension  Agent,  Wash- 
ington, D.  C." 

13.  Communications  from  the  executive  branches  of  the  Govern- 
ment, or  from  Congress  or  the  committees  tjiereof,  which  are  re- 
ceived in  this  Bureau  by  reference  of  the  Secretary  of  the  Interior 
upon  matters  pertaining  to  the  affairs  of  the  Bureau,  shall  be  re- 
plied to  through  the  office  of  the  Secretary.  Such  replies  will  be 
properly  prepared,  briefed,  and  be  made  in  duplicate.  Unfailing 
courtesy  must  be  observed  in  all  communications  with  other  Ex- 
ecutive Departments  and  Bureaus,  and  no  statement  expressing  cen- 
sure or  couched  in  terms  of  impertinent  levity  should  have  place  in 
such  communications. 

14.  Communications  from  applicants  and  other  persons  addressed 
to  the  Secretary  and  Assistant  Secretaries  relative  to  status  of 
claims,  etc.,  and  by  them  refen-ed  to  this  Bureau  for  consideration 
and  report  should  have  immediate  attention.  The  replies  thereto 
should  set  forth  the  fact  that  the  case  is  called  up  at  the  request  of 
the  Secretary,  the  First  Assistant  Secretary,  or  Assistant  Secretary, 
as  the  case  may  be,  and  should  be  transmitted  to  the  correspondent 
through  the  officer  asking  for  the  status  of  the  claim. 

15.  Communications  received  in  the  different  divisions  relating 
to  claims  in  the  abandoned  files  will  be  forwarded  to  the  clerk  in 
charge  of  said  files.  He  will  carefully  inspect  said  communications, 
and  where,  in  his  jud^jnient,  the  case  should  be  drawn  for  considera- 
tion, he  will  forward  the  letter  calling  up  the  case  to  the  adjudicating 
division,  when  a  proper  call  to  draw  will  be  made.  This  will  not 
apply  to  Congressional  calls,  which  will  be  treated  as  in  ordinary 
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cases;  that  is,  the  case  will  be  drawn  by  tiie  respective  adjudicating 
divisions  and  status  given  through  the  Congressman  to  the  claimant. 
The  clerk  in  charge  of  the  abandoned  files  will  have  the  responsi- 
bility of  determining  whether  any  communication,  not  privileged, 
should  be  referred  to  the  proper  adjudicating  division  for  reply. 
All  cases  drawn  by  the  adjudicating  divisions,  unless  accompanied 
by  evidence,  will  be  returned  to  the  abandoned  files  after  inquiry  has 
been  answered. 

16.  All  letters  for  foreign  countries,  except  orders  for  medical 
examination,  will  be  sent  to  the  desk  of  the  chief  of  the  mail  division, 
who  will  see  that  the  necessary  postage  stamps  may  be  attached 
before  mailing. 

ORDER  NO.  19.— CREDIBILITY  OP  WITNESSES. 

1.  When,  in  the  absence  of  a  record  of  the  disability  claimed,  title 
to  pension  depends  solely  upon  parol  evidence^  the  credibility  of 
important  witnesses  should  be  ascertained.  It  is  not  to  be  imder- 
stood  that  the  credibility  of  all  the  witnesses  should  be  ascertained; 
onlv  the  material  and  important  evidence  should  be  thus  treated, 
ana  examiners  will  exercise  great  care  in  this  respect  and  avoid 
unnecessary  credibility  calls. 

2.  In  towns  of  less  than  twenty  thousand  inhabitants  credibility 
calls  should  be  made  on  the  postmaster  or  some  other  such  respon- 
sible official,  as  the  circumstances  of  the  case  may  determine. 

3.  In  towns  of  twenty  thousand  inhabitants  or  more  credibility 
inquiries  should  be  made  through  the  special  examination  division. 
In  suf  h  ca^?(»s  the  examiner  in  the  proper  adjudicating  division  will 

Srepare  a  call  for  the  sigiiature  of  the  chief  of  his  division  ad- 
roKsed  to  the  noting  chief  of  the  special  examination  division 
setting  forth  the  number  of  the  claim,  the  name  of  the  applicant, 
the  name  of  the  soldier,  sailor,  or  marine,  the  organization  or  vessel 
in  which  he  served,  the  place  where  and  date  when  the  affidavit  in 
question  was  executed,  the  substance  of  the  affidavit,  and  the  name 
and  official  character  of  the  officer  authenticating  the  same,  and  the 
post-office  address  of  the  affiant  and  of  the  authenticating  officer 
where  such  address  or  addresses  are  shown.  The  acting  chief  of  the 
special  examination  division  will  take  proper  steps  to  ascertain  said 
credibilitv  through  the  proper  special  examiner,  and  will  return  the 
slip  of  the  adjudicating  division,  together  with  the  report  of  the 
special  examiner,  to  the  chief  of  that  division. 

4.  Should  the  credibility  only  of  the  witness  be  desired,  the  call 
will  so  state,  and  when  the  deposition  of  the  witness  is  required  the 
crdibility  call  will  state  "  take  deposition." 

5.  The  chief  of  each  adjudicating  division,  acting  in  his  own  per- 
son or  through  his  section  chiefs  or  other  person  designated  by  him, 
will  determine  whether  in  fact  it  is  necessary  to  ascertain  credibility 
through  the  special  examination  division. 

6.  In  no  instance  will  an  examiner  call  for  the  credibility  or  dep- 
ositions of  witnesses  residing  in  towns  of  less  than  twenty  thou- 
sand inhabitants  through  the  special  examination  division,  unless 
specifically  instructed  so  to  do  by  the  chief  of  the  division  on  his 
personal  approval.  In  such  instances  the  same  procedure  will  ob- 
tain as  in  towns  of  twenty  thousand  inhabitants  and  over\    axsA 
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also-  in  cases  returned  by  the  board  of  review  to  an  adjudicatang 
division  for  credibility  or  deposition  of  one  or  more  witnesses  spe- 
cifically named  who  reside  in  towns  of  less  than  twenty  thousand 
{population,  the  credibilty  inquiry  being  accompanied  by  a  slip 
signed  by  the  chief  of  (fivision,  stating  that  the  board  of  review 
directs  the  inquiry.  This  is  not  intended  to  change  the  practice 
by  which  the  board  of  review  is  authorized  to  refer  to  the  special 
examination  division  direct  all  the  papers  in  a  claim,  with  instruc- 
tions to  cross-examine  certain  witnesses  in  the  claim. 

7.  In  considering  and  reporting  upK>n  these  credibility  calls,  spe- 
cial examiners  will  remember  that  it  is  necessary  that  eAch  material 
point  involving  the  merits  of  a  claim  be  established  by  at  least  two 
credible  witnesses;  therefore,  if  more  than  two  credibility  inquiries 
are  received  by  a  special  examiner  relating  to  the  same  case  and  cov- 
ering exactly  the  same  point,  or  points,  of  inquiry  (either  prior 
soundness,  origin,  continuance,  marriage,  dependence,  etc.),  ana  any 
two  of  the  witnesses  adhere  to  the  material  point,  or  points,  of  their 
original  affidavits,  and  are  shown  to  be  credible,  the  remaining 
inquiries  relating  to  the  same  matter  should  be  returned  to  this  Bu- 
reau, each  indorsed  as  follows:  "  Inquiry  not  made — ^two  credible  and 
satisfactory  witnesses  found." 

ORDER  NO.  80.— DECLARATIONS. 

1.  A  declaration  for  pension  executed  on  the  same  day  of  muster 
out  will  be  accepted  as  valid,  unless  it  shall  appear  that  such  decla- 
ration was  executed  prior  to  the  time  of  discharge. 

2.  In  each  case  of  this  kind  an  affidavit  is  required  from  claimant 
showing  whether  the  declaration  was  sworn  to  by  him  prior  to  or 
after  his  discharge  from  the  service. 

ORDER  NO.  21.— GUARDIANSHIP. 

1.  It  is  not  incumbent  upon  the  adjudicating  division  to  inquire 
as  to  the  jurisdiction  of  the  court  issuing  letters  of  guardiansnip ; 
as  to  sufficiency  of  bonds,  etc.,  or  as  to  whether  there  has  b^n  a 
change  of  guardian  since  the  filing  of  the  claim;  but  the  title  of  the 
claimant  having  been  established,  the  pension  certificate  will  issue, 
and  the  pension  agent  be  held  to  a  strict  accountability  for  the  proper 
payment  of  the  pension. 

2.  When  a  pensioner  is  put  under  guardianship  the  action  of  the 
court  will  be  recognized  by  the  pension  agent,  and  payment  of  pension 
will  be  made  to  the  guardian  of  such  pensioner  upon  receipt  by  the 
pension  agent  of  the  usual  evidence  oi  his  appointment  and  of  the 
sufficienev  of  his  bond. 

3.  Letters  of  guardianship  will  not  be  submitted  for  the  consid- 
eration of  this  Bureau,,  except  in  case  of  contest  on  the  part  of  two 
or  more  persons  claiming  to  be  the  guardian  or  committee  of  the 
same  pensioner.  Pension  agents,  in  the  settlement  of  their  accounts, 
will,  however,  file  with  the  voucher  for  first  payment  to  any  guardian 
competent  evidence  of  such  guardian's  authority. 

4.  In  order  that  the  Commissioner  may  determine  whether  pay- 
ments of  pensions  to  the  guardians  or  committees  of  pensioners  aVe 
being  properly  disbursed,  an  account  of  receipts  and  disbursements 
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of  pension  money  will  be  required  from  each  guardian  or  committee 
with  the  voucher  next  preceding  the  1st  day  oi  January  of  each  year. 
Blank  forms  of  accounts  will  be  furnished  each  guardian  or  commit- 
tee, which  must  be  used  in  making  up  their  statements.  In  cases  of 
failure  to  submit  such  account,  payment  on  the  voucher  with  which 
it  is  required  and  all  subsequent  payments  will  be  withheld  pending 
receipt  of  the  account.  In  cases  where  the  disbursements  do  not  meet 
with  the  approval  of  the  Commissioner,  payments  will  be  withheld 
pending  explanations  by  the  guardians  or  committees  or  pending 
such  other  action  as  the  facts  may  warrant. 

6.  The  statement  must  not  include,  either  in  case  of  receipts  or 
disbursements,  any  items  belonging  to  the  wards  and  coming  to  the 
attention  of  the  guardians  or  conmiittees  from  sources  other  than 
payments  of  pensfons. 

6.  The  accounting  required  herein  has  no  bearing  or  relation  to 
the  requirements  of  the  courts  appointing  guardians  or  committees 
as  to  accounting  to  the  courts,  nor  to  the  evidence  of  such  accounting 
required  by  pension  agents  when  the  annual  payments  of  pensions 
amount  to  more  than  $500  every  two  years. 

7.  Where  a  widow's  name  has  been  stricken  from  the  roll  on  the 
ground  of  open  and  notorious  adulterous  cohabitation  and  pension 
has  been  granted  to  the  child  or  children,  no  payment  will  be  made 
to  her  as  guardian.  . 

8.  The  U  nited  States  pension  agent  with  whom  she  has  filed  cer- 
tified copies  of  the  order  appointing  her  as  such  fiduciary  and  the 
bond  executed  by  her  in  that  capacity  will  return  such  copies  to  her, 
advising  her  that  acting  by  direction  of  the  Commissioner  of  Pen- 
sions he  must  decline  to  make  payment  to  her.  He  will  likewise 
communicate  to  the  court  which  appointed  her  the  instructions  which 
he  has  received  with  the  suggestion  that  her  appointment  as  guardian 
be  revoked  and  that  some  other  person  be  constituted  guardian. 

9.  Where  the  court  delays  to  make  a  new  appointment  before  the 
date  of  the  next  quarterly  payment,  the  United  States  pension  agent 
is  directed  to  report  to  the  Commissioner  of  Pensions  immediately 
thereafter,  setting  forth  all  the  facts  in  order  that  proper  steps  may 
be  taken  under  the  supervision  of  the  law  division  to  protect  the  in- 
terests of  the  child  or  children. 

10.  In  pending  cases  in  which  a  child  or  children  apply  for  pen- 
sion, the  widow^  name  having  been  stricken  from  the  roll  on  the 
^ound  of  open  and  notorious  adulterous  cohabitation,  such  widow, 
if  filing  a  declaration  for  the  child  or  children  as  guardian,  must 
be  advised  that  payment  will  tiot  be  made  to  her  on  the  allowance 
of  the  claim,  and  informed  that  another  person  should  be  forth- 
with appointed  in  her  stead.  The  court  which  made  the  appoint- 
ment and  the  attorney  in  the  claim  for  pension,  if  there  be  one, 
should  likewise  be  advised. 

11.  If,  however,  a  new  appointment  be  not  made  before  the  claim 
is  admitted,  a  memorandum  should  be  entered  upon  the  brief  face 
that  the  United  States  pension  agent  may  be  directed  not  to  pay  the 
pension  to  the  widow  as  guardian,  in  order  that  he  may  pursue  the 
course  outlined  above.  The  certificate  and  other  papers  or  issue  will 
be  sent  to  the  finance  division  for  mailing,  that  proper  instructions 
may  be  given  to  the  pension  agent. 
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ORDER  NO.  82.— XNCRSA8E  CLAIMS. 

1.  All  claims  for  increase  shall  be  submitted  to  the  board  of  review 
for  final  action. 

2.  Claims  for  increase  will  not  be  adjudicated  until  six  months 
shall  have  elapsed  after  the  allowance  of  the  original  claim  or  a 
former  claim  i^^r  increase ;  though,  when  declarations  are  filed  there- 
for, the  claimants  should,  as  soon  as  practicable,  be  ordered  for  exam- 
ination, for  the  reason  that  the  increase  must  commence  at  the  date 
of  such  medical  examination,  except  in  cases  of  permanent  and 
specific  disabilities. 

8.  Cases  in  which  there  are  pending  at  the  same  time  an  appU- 
cation  for  straight  increase  and  a  new  disability  will  not  be  sub- 
mitted to  the  board  of  review  for  action  upon  the  straight  increase 
alone  unless  substantial  benefit  should  thereby  accrue  to  the  claimant 

4.  In  all  cases  in  which  an  application  has  been  filed  and  a  med- 
ical examination  has  been  had  thereunder,  but  it  appears  upon  con- 
sideration of  the  case  in  the  medical  division  that  the  applicant  is 
entitled  under  a  Bureau  ruling,  act  of  Congress,  or  Departmental 
decision  to  a  higher  rate  without  reference  to  the  said  examination, 
the  increase  claim  shall  not  be  considered  as  finally  disposed  of  by 
the  mere  granting  of  such  higher  rate;  but  the  medical  referee  shaU 
in  addition  cause  the  report  of  the  aforesaid  examination  to  be 
scrutmized,  and  his  action  relative  to  the  claim  for  increase  shall  be 
indorsed  on  the  brief  face. 

5.  In  such  cases  the  attorney  in  the  increase  claim  shall  not  be 
paid  a  fee,  nor  will  he  be  advised  by  the  certificate  division  of  the 
allowance  of  the  claim.  The  name  of  the  attorney  in  the  increase 
claim  will  be  placed  on  the  brief  face  by  the  adjudicating  division, 
and  the  board  of  review  shall  notify  him  of  the  rejection  of  the  in- 
crease claim  and  that  the  allowance  of  the  increased  rate  was  made 
under  a  Bureau  ruling  or  act  of  Congress. 

6.  In  adjudicating  claims  for  pension  or  for  increase  of  pension 
under  the  general  laws  the  rates  tor  disabilities  heretofore  fixed  will 
still  be  considered  and  adjudicated  and  noted  upon  the  briefs.  But 
where  those  rates  in  any  case  aggregate  less  than  $6  per  month  it 
shall  further  be  noted  that  the  claimant  is  entitled  to  that  rate  under 
the  act  of  March  2,  1895. 

7.  If  a  claim  for  increase  of  pension  is  rejected,  the  proper  nota- 
tion will  be  made  on  the  brief;  and  if  the  pension  is  less  than  $6 
per  month,  it  shall  also  be  further  noted  that  the  claimant  is  entitled 
to  the  benefit  of  the  act  of  March  2,  1895,  so  that  such  rate  may  be 
named  in  the  certificate  if  for  some  other  reason,  such  as  duplicate 
certificate,  reissue  to  correct  the  name  or  service,  etc.,  it  is  found  neces- 
sary to  issue  a  new  certificate. 

8.  Where,  after  the  rejection  of  a  claim  for  increase,  a  doubt  exists 
as  to  whether  it  was  properly  rejected  and  another  medical  examina- 
tion of  claimant  is  ordered,  such  action  is  in  effect  a  reopening  of  the 
rejected  claim,  which  thereby  becomes  a  pending  claim,  and  increase 
may  be  allowed  from  the  date  of  the  last  examination  if  warranted 
by  the  degree  of  disability  then  existing. 

9.  The  acts  of  January  5,  1893,  and  April  23,  1900,  provide  an  in- 
crease of  pension  from  $8  to  $12  per  month  for  the  survivors  of  the 
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Mexican  war  who  are  pensioned  under  the  acts  of  January  29,  1887, 
March  3, 1891,  and  February  6, 1897,  for  service  in  that  war,  and  who 
are  now  wholly  disabled  for  manual  labor,  and  in  such  destitute  cir- 
cumstances' that  $8  per  month  are  insufficient  to  provide  them  the 
necessaries  of  life. 

10.  A  claimant  for  increase  under  the  acts  of  January  5,  1898, 
and  April  23, 1900,  must  furnish  his  sworn  statement  showing  whether 
he  is  wholly  disabled  for  manual  labor  and  whether  he  is  in  such  desti- 
tute circumstances  that  $8  per  month  are  insufficient  to  provide  him 
the  necessaries  of  life,  settmg  forth  in  detail  his  present  means  of 
subsistence  and  what  real  and  personal  property  is  owned  by  him, 
and  the  amount  of  income  derived  therefrom  and  from  all  other 
sources  independent  of  his  pension.  This  statement  must  be  corrob- 
orated by  medical  evidence,  if  possible,  as  regards  his  physical  con- 
dition, and  by  the  evidence  of  at  least  two  credible  witnesses,  giving 
details,  as  regards  his  financial  condition. 

11.  A  medical  examination  to  determine  claimant's  physical  con- 
dition will  be  ordered  in  these  claims  whenever  the  evidence  filed 
therein  and  the  circumstances  thereof  indicate  that  such  action  is 
necessary.  Claimants  who  are  75  years  of  age  or  older  shall  be  con- 
sidered as  wholly  disabled  for  manual  labor. 

12.  The  increase  in  these  claims  should  be  made  to  commence 
from  the  date  subsequent  to  the  date  of  the  approval  of  the  act 
granting  said  increase,  at  which  it  shall  have  been  established  by 
the  proof  that  the  conditions  of  disability  and  destitution  exist  which 
are  designated  in  said  act  as  entitling  such  pensioners  to  the  increase 
therein  provided. 

In  fixing  date  of  commencement  of  increase  of  pension  under 
the  act  of  January  5, 1893,  the  following  rules  will  be  observed : 

a.  When  all  the  conditions  requireato  give  title  under  this  act 
are  shown  to  have  existed  on  and  since  January  6,  1893,  pension  at 
the  increased  rate  shall  be  made  to  commence  from  that  date. 

b.  When  the  pensioner  is  shown  to  have  been  wholly  disabled  at 
the  date  of  passage  of  the  act,  but  not  in  such  destitute  circumstances 
that  $8  per  month  was  insufficient  to  provide  him  with  the  neces- 
saries of  life,  the  increased  rate  shall  commence  from  the  day  on 
which  he  became  destitute,  if  it  be  possible  to  fix  the  exact  date, 
otherwise  from  the  date  of  filing  of  a  declaration  after  he  became 
destitute. 

c.  When  the  pensioner,  being  destitute,  became  wholly  disabled 
after  the  passage  of  the  act,  the  increased  rate  shall  commence  from 
the  date  on  which  he  became  so  disabled,  provided  the  exact  date 
can  be  fixed,  as  in  case  of  wound  or  injury  or  other  sudden  and 
permanent  disability.  But  if  it  be  impossible  to  fix  the  exact  dav 
on  which  the  pensioner  became  wholly  disabled,  the  increase  shall 
conmience  from  the  date  of  filing  of  a  declaration  after  he  became  so 
disabled,  or,  if  the  evidence  filed  be  insufficient  to  show  him  wholly 
disabled,  from  the  date  of  a  medical  examination  showing  such  con- 
dition. 

d.  When  the  pensioner  is  75  years  of  age,  or  more,  the  increased 
rate  shall  commence  from  the  day,  after  the  passage  of  the  act^  on 
which  he  became  75  years  old,  provided  that  all  other  conditions 
required  to  give  title  under  this  act  are  shown  to  have  existed  on 
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that  date;   provided  that  there  be  no  earlier  date  from  which  the 
increase  can  oe  made  to  commence. 

■  e.  When  title  is  derived  from  the  act  of  January  5,  1893,  through 
the  act  of  April  23,  1900,  the  above  rules  will  apply,  except  that  the 
increase  shall  in  no  case  commence  prior  to  April  23,  1900.  The  limi- 
tation, therefore,  as  regards  the  ninety  days  in  which  a  rejected  claim 
for  increase  may  be  reopened  will  not  apply  to  claims  under  the  acts 
of  January  5,  1893,  and  April  23,  1900.  These  claims  may  be 
reopened  upon  evidence  showing  that  the  applicant  is  wholly  disabled 
for  manual  labor  and  is  in  such  destitute  circumstances  that  $8  per 
month  are  insufficient  to  provide  him  the  necessaries  of  life.  A  new 
application  will  not  be  required. 

13.  In  aU  special  acts  granting  pensions  to  widows  in  which  the 
amount  of  pension  is  fixed  by  the  special  act,  no  increase  will  be 
allowed  for  minor  children  unless  provided  for  in  said  act. 

ORDER  NO.  23.— INSPECTION  OF  PAPERS. 

1.  No  examination  of  papers  relating  to  claims  for  pension  or 
bounty  land,  by  attorneys,  counsel,  or  agents,  shall  extend  to  reports 
from  the'  War  or  Navy  Department,  confidential  communications,  or 
reports  of  special  examiners  relating  to  criminal  charges  and  investi- 
gations. 

2.  The  act  of  Conffress  which  permits  the  examination  and  in- 
spection of  reports  oi  examining  surgeons  by  the  claimant  or  his 
attorney  under  such  reasonable  rules  and  regulations  as  the  Secre- 
tary of  the  Interior  may  provide,  will  be  complied  with  in  such  man- 
ner as  will  afford  all  proper  information  to  claimants  and  their  at- 
torneys in  all  pending  claims,  and  at  the  same  time  interfere  as 
little  as  may  be  with  uie  work  of  the  Bureau.  Any  indiscriminate 
exhibition  of  surgeons'  reports,  especially  in  cases  disposed  of  by 
admission  or  rejection,  can  only  be  productive  of  evil,  by  occupying 
the  time  and  attention  of  clerks,  ana  giving  opportunity  for  making 
public  the  phjsical  injuries  and  ailments  of  pensioners  and  claim- 
ants. .The  object  of  the  act  of  Congress  is  only  to  aid  claimants  and 
their  accredited  attorneys  in  preparing  their  evidence  and  argu- 
ments for  the  submission  of  pending  cases,  therefore: 

3.  No  one  but  the  claimant  in  person  and  his  recognized  attorney 
in  the  claim,  or  said  attorney  s  subagent,  including  the  confidential 
clerk  (duly  accredited)  of  each,  shall  be  permitted  to  examine  the 
reports  of  examining  surgeons  filed  in  the  claim,  and  such  exam- 
ination shall  be  made  subject  to  the  rules  of  the  Pension  Bureau 
in  respect  to  the  calling  up  and  examination  of  cases  by  attorneys. 

4.  No  examination  of  reports  of  examining  surgeons  shall  be  per- 
mitted in  admitted  cases  wherein  there  is  no  claim  pending. 

5.  No  examination  of  such  reports  shall  be  permitted  in  rejected 
cases,  after  the  lapse  of  three  months  from  the  date  of  rejection, 
until  the  claim  has  been  regularly  reopened  according  to  the  prac- 
tice of  the  Bureau,  or  unless  an  appeal  from  the  decision  is  pending. 

6.  AMiere  such  report  of  examming  surgeons  has  been  submitted 
to  the  inspection  of  the  claimant  or  his  attorney  the  fact  and  date 
shall  be  noted  on  the  jacket,  and  the  same  shall  not  again  be  so 
submitted  within  the  period  of  six  months  thereafter. 
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7.  No  one  except  the  clerk  in  charge  will  be  permitted  to  examine 
any  certificate  ot  disability  for  discharge,  report  of  medical  survey, 
or  certificate  of  death  in  the  Navy  before  the  same  shall  have  been 
applied  to  a  pending  claim,  except  upon  the  order  of  the  Commis- 
sioner, Deputy  Commissioner,  or  chief  clerk,  or  upon  the  written 
request  of  the  chief  of  the  law  division  or  the  chief  of  the  special 
examination  division. 

ORDER  HO.  84.— XARRIAOE  IN  COLORED   CA8E& 

1.  The  attention  of  the  official  force  of  this  Bureau  is  directed  to 
the  provisions  of  the  act  of  July  26,  1866  (sees.  724,  726,  726,  E.  S., 
relating  to  the  District  of  Columbia),  which  are  as  loUows: 

Sec.  724.  All  colored  persons  in  the  District  who  preylotn  to  their  actual 
emancipation  had  undertalien  and  agreed  to  occupy  the  relation  to  each  other 
of  husband  and  wife,  and  were  cohabiting  together  as  such,  or  in  any  way 
recognizing  the  relation  as  existing  on  the  25th  day  of  July,  1866,  whether  the 
rites  of  marriage  have  been  celebrated  between  them  or  not,  are  deemed  hus- 
band and  wife,  and  are  entitled  to  all  the  rights  and  privileges  and  subject  to 
the  duties  and  obligations  of  that  relation  in  lilie  manner  as  if  they  had  been 
duly  married  according  to  law. 

Sec.  725.  All  the  children  of  such  persons  shall  be  deemed  legitimate  whether 
bom  before  or  after  the  date  mentioned  in  the  preceding  section. 

SEa  726.  When  such  parties  have  ceased  to  cohabit  before  such  date  in 
consequence  of  the  death  of  the  woman  or  from  any  other  cause,  aU  the  children 
of  the  woman  recognized  by  the  man  to  be  his  shall  be  deemed  l^itimate. 

2.  Henceforth  these  sections  will  be  applied  to  such  cases  of  col- 
ored persons  as  are  within  their  provisions,  and  those  claims  which 
have  neretofore  been  rejected  on  the  ground  that  no  marriage  by 
ceremonial  rites  has  been  shown  to  have  been  solemnized  between  the 
soldier,  sailor,  or  other  person  and  the  woman  who  is  alleged  to  have 
been  his  wife,  will  be  reopened  when  the  case  discloses  no  other  bar  to 
pension. 

OBDEB  NO.  25.— KEDICAL  EXAIQNATIONS. 

1.  No  order  for  medical  examination  will  be  made  in  oririnal 
claims  until  after  the  report  of  the  War  Department  or  of  the  Navy 
Department,  showing  service  of  soldier,  sailor,  marine,  or  other 
person  shall  have  been  called  for  and  received. 

2.  All  orders  for  medical  examination  will  be  sent  direct  to  the 
claimant,  and  the  attorney  will  be  notified  by  card  of  the  fact  that 
the  examination  has  been  ordered  the  same  day  that  the  order  issues. 

3.  The  adjudicating  division  will  refer  the  following  classes  of 
cases  to  the  medical  division  for  the  purpose  of  ordermg  medical 
examinations  with  special  instructions  to  the  examining  surgeons: 

Claims  for  increase  in  which  claimant  is  receiving  a  pension  of 
third  grade  or  more. 

Claims  under  the  act  of  August  4, 1886. 

Claims  for  restoration  in  which  the  claimant  had  been  dropped  or 
reduced  on  medical  grounds. 

Claims  under  the  general  law  which  have  been  rejected  on  medical 
grounds  in  which  medical  evidence  has  been  filed  gomg  to  the  ground 
of  rejection. 

Increase  claims  which  have  been  rejected  on  medical  grounds  in 
which  medical  evidence  has  been  filed  within  the  period  of  ninety 
days  after  rejection. 
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Claims  in  which  disease  of  eyes  or  ears  is  the  only  disability 
alleged;  and  all  claims  involving  disease  of  the  eyes,  in  which 
claimant  is  receiving  seventeen-ei^teenths  or  a  higher  rate. 

Claims  in  which  examinations  are  to  be  made  at  the  olaiioant's 
home  or  in  hospital. 

Claims  in  which  examinations  are  to  be  made  by  civil  sur;0eans. 

Claims  in  which  claimant  shows  inability  to  go  before  a  Doard  of 
surgeons. 

Claims  in  which  there  is  a  question  of  venereal  diiease. 

Claims  of  insanity. 

Claims  in  which  an  examination  is  ordered  through  a  special 
examiner. 

4.  That  the  Bureau  may  have  the  benefit  of  the  opinion  of  more 
than  one  board  of  surgeons  in  any  claim  for  increase  of  pension, 
the  claimant,  when  practicable,  will  be  ordered  for  examinatiosi 
before  some  board  of  surgeons  other  than  the  one  by  which  he  was 
examined  at  the  last  examination.  Should  another  examination  be 
necessary  in  the  adjudication  of  a  claim  for  original  pension  tiie 
same  rule  will  be  observed. 

5.  No  pension  claimant  will  be  examined  by  the  medical  referee 
nor  by  any  surgeon  in  the  Bureau,  except  upon  the  written  order 
of  the  Commissioner. 

Where  there  are  two  or  more  boards  of  surgeons  in  the  same  dty, 
the  adjudicating  division  will  not  designate  the  board,  but  forward 
the  orders  to  the  medical  division,  where  they  will  be  equally  divided 
between  the  boards.  If  the  claimant  had  been  previously  examined 
by  any  of  these  boards,  the  adjudicating  division  will  indicate  by 
what  board  or  boards  such  examination  or  examinations  were  made, 
so  thai  repeated  examinations  by  the  same  board  may  be  avoided. 

7.  In  ordering  medical  examinations  in  invalid  claims  great  care 
will  be  taken  by  the  examiners  to  include  all  disabilities  re<|uisite 
to  the  proper  adjudication  of  the  pending  claim,  so  as  to  avoid  the 
additional  expense  and  delay  both  to  the  claimant  and  the  Bureau 
of  holding  another  examination  because  one  or  more  of  the  disa- 
bilities were  omitted  in  the  order  to  the  board  of  surgeons.  Partio- 
ular  care  should  be  exercised  in  claims  for  rerating;  claims  under 
the  act  of  March  6,  1896,  and  others,  to  the  end  that  no  medical 
examination  shall  be  ordered  when  none  is  required  in  the  settle- 
ment of  the  question  under  consideration. 

8.  If  a  period  of  three  years  or  more  has  elapsed  since  the  date 
of  the  last  medical  examination  in  an  invalid  claim,  in  which  it 
has  been  determined  that  a  special  examination  is  required,  a  new 
medical  examination  will  be  ordered  when  necessary  and  the  claim 
held  in  the  files  of  the  adjudicating  division  until  the  certificate  is 
received. 

9.  The  examiner  will,  however,  exercise  due  discretion  in  such 
cases  so  as  to  avoid  ordering  unnecessary  examinations  where,  for 
instance,  the  disability  is  a  slight  gunshot  wound,  permanent  in 
character,  or  where  the  necessity  for  another  medical  examination 
depends  solely  upon  the  establishment  of  legal  title,  in  which  latter 
case  another  meciical  examination  will  be  had  only  in  the  event  -of 
final  favorable  action  by  the  board  of  review. 

10.  Where  a  medical  examining  board  exists  within  100  miles  of 
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claimant  no  order  to  civil  surgeon  will  issue,  unless  great  hardship 
to  the  applicant  is  occasioned  thereby. 

O&DEB  NO.  26.— NAMXS  AND  ABBBESSES  OF   COULADES. 

1.  The  practice  with  regard  to  furnishing  names  and  post-office 
addresses  of  comrades  to  attorneys  and  claimants  will  be  governed 
by  the  following  rules,  viz : 

In  invalid  claims,  applications  for  addresses  of  comrades  must 
state  name  of  claimant:  number  of  claim  (original  or  oertificate) ; 
designation  of  company  and  regiment  m  which  service  was  rendered, 
or  the  names  of  the  vessels  to  which  the  sailor  was  attached,  if  the 
service  was  in  the  Navy,  and  the  names  and  service  (company  and 
regiment,  or  vessels)  ox  the  comrades  or  shipmates  whose  addresses 
are  desired.. 

In  claims  of  widows  and  dependent  relatives,  the  number  of  the 
claim,  the  name  of  the  claimant,  and  the  name  and  service  of  the 
soldier  or  sailor  must  be  furnishea. 

All  applications  for  names  and  addresses  of  comrades  should 
indicate  specifically  the  points  which  it  is  proposed  to  determine 
by  their  testimony. 

2.  Applications  for  names  and  addresses  which  conform  to  the 
above  rules  will  be  sent  to  the  chief  of  the  proper  adjudicating 
division,  who  will  cause  an  examination  to  be  made  of  the  claim 
indicated,  and,  if  it  is  found  that  further  testimony  of  comrades  is 
necessary  to  establish  the  claim^  he  will  call  on  the  chief  of  the 
record  division  for  the  information.  The  chief  of  the  record  divi- 
sion will  promptly  answer  these  calls  of  the  chiefs  of  the  adjudica- 
ting divisions,  who  will  then  cause  a  proper  reply  to  be  made  to  the 
claimant  or  attorney  from  whim  the  application  was  received. 

OBDEB  NO.  87.— NOTABIES  ANB  JUSTICES. 

1.  All  certificates  of  the  official  character  of  magistrates,  bear- 
ing the  signature  of  the  magistrate^  whenever  found  will  at  once 
be  sent  to  the  record  division.  All  informal  unattached  certificates 
sent  to  the  record  division  should  bear  the  name  and  service  of  the 
soldier  or  sailor  and  the  number  of  his  claim. 

2.  Certificates  good  only  for  the  days  on  which  the  affidavits 
were  executed  should  in  no  case  be  detached  from  the  affidavit,  as 
such  certificates  are  of  use  only  in  the  affidavits  to  which  they  are 
attached. 

3.  All  calls  by  examiners  in  the  adjudicating  divisions  for  the 
official  character  of  a  magistrate  or  other  officer  before  whom  an 
affidavit  has  been  executed  will  be  made  upon  the  record  division. 

4.  On  receipt  of  said  call  in  the  record  division,  if  the  magis- 
trate's certificate  is  found  to  be  on  file,  it  will  be  returned  with 
dates  giving  the  duration  of  his  term  of  office.  If  not  on  file,  the 
examiner's  slip  will  be  copied  and  the  original  returned  to  him 
dated  and  stamped  "  magistrate  notified  this  day."  A  record  will 
be  kept  of  calls  made  by  the  record  division  under  their  proper 
dates,  and  on  the  receipt  of  the  certificate  the  examiner  will  be  im- 
mediately notified  by  means  of  the  copies  of  their  slips  retained  for 
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that  purpose,  to  which  will  be  added  the  duration  of  the  magis- 
trate's term  of  office.  If  no  response  is  received  to  the  call  of  the 
record  division  for  a  certificate,  another  call  will  be  made  at  the 
expiration  of  sixty  days.  Chieis  of  adjudicating  divisions  will  be 
notified  when  calls  are  repeated  for  certificates. 

5.  The  authority  given  to  fourth-class  postmasters  to  administer 
oaths  to  pensioners  and  their  witnesses  m  the  execution  of  their 
vouchers  does  not  apply  to  the  execution  of  any  other  paper. 

6.  When  a  call  is  made  on  the  record  division  for  a  certificate  of 
the  official  character  of  a  ma^strate,  and  there  is  no  attorney  in 
the  case,  the  call  should  include  the  name  of  the  claimant  (widow, 
guardian,  or  parent)  in  all  cases,  as  well  as  the  number,  original  or 
certificate. 

ORDER  NO.  28.— NTTKBERINO  JTTNE  ACT  CLAIMS. 

Claims  filed  under  the  act  of  June  27,  1890,  will  be  entered  and 
numbered  in  each  class  in  the  following  manner,  namely:  When 
a  prior  claim  is  on  file  and  still  pending  the  new  claim  will  take 
the  number  of  the  prior  one,  and,  if  allowed,  it  will  take  the  proper 
number  in  the  current  certificate  series  of  numbers;  and  when 
there  is  a  prior  claim  on  file  which  has  been  allowed,  the  new 
one  will  take  the  certificate  number  of  the  old  one,  and,  if  allowed, 
the  certificate  number  will  -be  retained.  All  others  will  be  num- 
bered under  the  current  series  of  original  numbers. 

ORDER  NO.  89.— REFXTNDKENT  AND  RECOVERY. 

1.  In  cases  of  refundment  and  recovery  of  improper  or  over  pay- 
ments, special  examiners  will  be  governed  by  letters  of  instruc- 
tions from  this  Bureau  as  to  amounts  to  be  recovered  or  refunded, 
and  the  action  to  be  taken  in  each  case ;  and  no  action  will  be  taken 
by  the  special  examiner  except  to  report  the  facts  in  the  case  until 
such  letter  of  instructions  shall  have  been  received  by  him.  This 
rule  will  not  apply  to  cases  of  emergency  where  delay  in  securing 
the  money  will  endanger  its  recovery,  but  in  such  casdS  the  special 
examiner  will  exercise  a  sound  discretion  as  to  the  advisability  of 
taking  immediate  action. 

2.  Whenever  practicable  refundments  and  recoveries  of  money 
will  be  required  in  drafts  on  New  York,  payable  to  the  order  of 
the  party  making  such  refundment,  to  be  by  him  indorsed  payable 
to  the  order  of  the  Commissioner  of  Pensions,  and  the  dra^  so 
indorsed  will  be  at  once  transmitted  to  the  Commissioner.  In  case 
cash  is  received  instead  of  drafts  the  same  rules  of  transmission 
will  be  observed. 

3.  All  checks,  drafts,  or  cash  received  in  the  Bureau  from  any 
source  will  be  forthwith  delivered  to  the  chief  of  the  finance  divi- 
sion, who  will  give  proper  n^ceipts  for  the  same,  one  to  the  chief 
clerk  and  one  to  the  chief  of  the  mail  division.  The  chief  of  the 
finance  division  will  deposit  such  checks,  drafts,  and  cash  with  the 
Treasurer  of  the  Unitea  States  and  procure  a  receipt  or  certificate 
of  deposit  for  the  amount,  and  refer  the  case  to  which  the  deposit 
relates  for  action  as  to  the  proper  disposition  of  the  amount 
deposited. 
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4.  A  full  and  complete  record  of  the  entire  transaction,  describ- 
ing draft  and  giving  the  amount  of  the  same,  and  the  names  of  all 
Earties  connected  therewith,  together  with  the  proper  dates,  will 
B  made  in  a  book  to  be  kept  for  that  purpose  by  the  chief  of  the 
special  examination  division. 

ORDER  HO.  80.~SPECIAL  ACT& 

1.  Upon  the  receipt  in  this  Bureau  of  certified  copies  of  special 
acts  the  chief  clerk  will  immediately  send  same  to  the  record  divi- 
sion to  be  given  the  number  of  the  claim  on  file,  and  if  there  .be 
no  claim  on  file,  the  same  shall  be  jacketed  and  nimibered.  The 
said  acts  will  then  be  sent  to  the  law  division^  which  will  attach 
committee  reports  and  send  to  adjudicating  division,  noting  date 
of  action  in  record;  the  said  record  being  provided  and  known  as 
the  "  Record  of  special  acts."  After  issuance  of  the  certificate, 
all  the  papers  will  be  sent  to  the  law  division  for  the  purpose  of 
completing  the  record  in  the  case  by  entering  upon  the  "  Kecord 
of  special  acts  "  the  date  of  the  special  act,  the  date  of  commence- 
ment of  pension,  rate  allowed  prior  to  passage  of  special  act,  rate 
allowed  by  special  act,  and  the  increase  occasioned  thereby. 

2.  A  duplicate  card  headed  in  red  ink  "  Special  act "  will  be  made 
in  the  certificate  division  in  all  special-act  cases,  which  will  be  for- 
warded to  the  record  division  for  the  purpose  of  entering  the  cer- 
tificate number  in  the  records  of  said  division.  ^ 

3.  The  chief  clerk  will  forward  all  certified  copies  of  public  acts 
relating  to  pensions  and  pension  laws  to  the  law  division  for  filing, 
and  where  said  acts  affect  the  practice  of  the  Bureau  the  same  shall 
be  promulgated. 

4.  If  a  beneficiary  in  a  special  act  has  no  claim  before  this 
Bureau  a  declaration  must  be  filed  before  final  action  can  be  taken. 

ORDER  NO.  81.— SPECIAL  CASES. 

1.  A  case  will  be  taken  out  of  its  order  only  when  such  ca¥se 
therefor  is  shown  to  the  Commissioner  as  would  satisfy  the  other 
worthy  claimants  whose  claims  precede  it,  should  they  know  the 
facts,  that  such  action  is  proper.  Therefore  a  case  will  be  made 
special  only  upon  proof  that  the  claimant  is  destitute  and  unable 
to  earn  a  support,  or  is  sick  and  without  hope  of  recovery.  No 
case  will  be  advanced  that  is  not  brought  clearly  within  this  rule. 
A  record  of  special  action  will  be  made  upon  the  books  kept  for 
that  purpose  by  the  Commissioner,  and  an  orange-colored  slip  will 
be  placea  on  all  special  cases.  The  use  of  a  slip  of  the  same  size 
anci  color  by  attorneys  is  prohibited,  because  of  the  confusing  result 
in  the  Bureau. 

2.  All  claims  returned  by  the  Department  on  appeal,  when  the 
decision  is  favorable  to  the  claimant,  and  cases  of  helpless  minors, 
will  be  considered  special. 

.     ORDER  NO.  32.— KISCELLANEOUS  PRACTICE. 

1.  Claims  pending  under  the  act  of  July  14,  1862,  in  which  the 
medical  examination  fails  to  show  a  greater  rate  for  disabilities 
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a'^eged  under  that  law  than  the  p^isioner  is  receivinff  under  die 
act  of  June  27,  1890,  may  be  referred,  by  slip  to  the  medical  referee 
by  chief  of  adjudicating  division  for  opinion  as  to  rate  shown.  If 
the  opinion  given  by  the  medical  referee  shows  that  no  benefit 
would  accrue  to  claimant  under  the  general  law  if  claim  was  com- 
pleted, claimant  will  be  informed  of  that  fact  on  circular  form 
prepared  for  that  purpose,  advising  him  of  the  testimony  necessary 
to  complete  the  claim  under  the  general  law  and  also  of  his  right 
to  election,  after  which  action  the  claim  will  be  returned  to  tiie  mes 
to  await  claimant's  action. 

In  this  class  of  claims  no  brief  face  is  required. 

2.  A  pensioner  having  a  certificate  under  the  general  law  sur- 
renders it  to  take  a  certificate  under  the  act  of  June  27,  1890,  as 
amended  by  the  act  of  May  9,  1900;  the  disability  or  disabilities 
for  which  he  had  been  pensioned  under  tiie  general  law  having 
increased;  an  application  for  renewal  and  increase  of  his  general- 
law  pension  having  been  filed  in  this  Bureau,  and  a  medical  exam- 
ination held  thereunder  showing  such  increase,  the  form  of  the 
certificate  to  be  issued  in  such  cases  will  be  "  renewal  and  increase 
under  the  general  law,"  pension  to  commence  on  the  date  of  the 
medical  examination,  with  the  proper  deduction  of  payments  made 
since  that  date  under  the  act  of  June  27,  1890,  as  amended. 

3.  A  pensioner  having  a  certificate  under  the  act  of  June  27, 
1890,  surrenders  it  to  take  a  pension  under  the  general  law;  he 
afterwards  files  another  application  under  the  act  of  June  27,  1890, 
and  a  medical  examination  held  thereunder  shows  a  disability  en- 
titling him  to  a  higher  rate  than  that  which  he  receives  under 
the  general  law.  In  such  cases  the  form  of  the  certificate  to  be 
issued  will  be  "  renewal  and  increase  under  the  act  of  June  27, 
1890,  as  amended  by  the  act  of  May  9,  1900,"  and  the  pension  will 
commence  on  the  date  of  tlie  medical  examination,  with  the  proper 
deduction  of  payments  made  since  that  date  under  the  general  law. 

4.  'WHiore  in  claims  under  the  act  of  June  27,  1890,  pension  is 
made  to  commence  from  a  date  subsequent  to  the  filing  of  the 
original  pending  declaration,  the  reasons  therefor  should  appear  in 
the  approval. 

5.  All  cases  under  the  act  of  June  27,  1890,  in  which  a  pension 
under  the  general  law  has  lapsed  by  reason  of  allowance  under 
this  act,  and  from  which  dropping  from  the  rolls  is  now  recom- 
mended, shall  be  indorsed  by  the  medical  division  in  addition  to 
the  formula  for  dropping  "  Entitled  to  renewal  under  the  general 
law  at " 

6.  In  claims  under  the  act  of  June  27,  1890,  where  the  pensioner's 
name  was  dropped  from  the  roll  upon  the  ground  that  a  ratable 
degree  of  disability  under  said  act  did  not  exist,  restoration  may 
be  made  from  the  date  of  last  payment  without  a  claim  therefor 
being  filed  in  those  cases  in  which  the  medical  referee  decides  that 
the  action  of  dropping  was  erroneous  and  that  a  ratable  degree  of 
disability  from  the  causes  on  account  of  which  the  soldier  was  pen- 
sioned did  exist. 

7.  If  the  medical  examinations  and  evidence  show  that  a  ratable 
degree  of  disability  existed  at  date  of  dropping  by  reason  of  causes 
formerly  alleged  and  legally  approved,  taken  in  connection  with 
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other  causes  not  alleged  or  approved,  restoration,  when  established, 
should  be  allowed  from  the  date  of  dropping. 

In  all  other  cases  restoration  ^all  obtain  as  provided  in  the 
treatise  on  practice,  page  103. 

8.  In  all  invalid  pension  certificates  issued  under  the  general  law, 
the  particular  disabilities  for  which  pension  is  granted  wul  be  stated. 

9.  Certificates  issued  under  the  second  section  of  the  act  of  June 
27,  1890,  as  amended  by  the  act  of  May  9,  1900,  will  not  specify 
particular  disabilities.  In  such  certificates,  where  the  maximum  rat- 
ing is  allowed,  the  certificate  will  state  that  it  is  for  "  inability  to 
earn  a  support  by  manual  labor."  When  less  than  the  maximum 
rating  is  allowed,  the  certificate  will  state  that  it  is  for  "  partial  in- 
abi     y  to  earn  a  support  by  manual  labor." 

10.  When  a  pension  has  been  granted  under  said  section  at  less 
than  the  maximum  rating,  and  a  higher  rating  is  subsequently  sought, 
either  for  the  same  disability  or  for  "  new  disabilities,"  the  apphca- 
tion  will  be  treated  as  a  claim  for  increase,  and  the  increased  rating, 
if  allowed,  will  commence  from  the  date  of  the  medical  examination 
showing  the  increased  incapacity  for  earning  a  support  by  manual 
labor. 

11.  In  issuing  certificates  for  pension  granted  by  special  acts 
wherein  the  rate  is  fixed,  no  disability  will  oe  named  in  the  invalid 
special-act  certificate,  but  the  words,  "  Under  special   act,   dated 

,"  will  be  substituted  therefor.    The  designation  in  aff  classes 

of  cases  will  be  either  "  Original  by  special  act  ^'  or  "  Increase  by  spe- 
cial act." 

12.  When  a  claim  is  filed  under  the  act  of  June  27,  1890,  and  it  is 
found  that  the  claimant  has  an  old  law  claim  pending  which  has  been 
sent  to  the  field  for  special  examination,  the  new  law  claim  shall  at 
once  be  briefed,  indexed,  and  forwarded  to  the  special  examination 
division  for  consideration  with  the  old  law  claim.  During  the  in- 
vestigation of  the  claim  under  the  general  law  special  examiners  will 
also  secure  all  necessary  testimony  for  the  completion  of  the  claim 
under  the  new  law. 

13.  Upon  completion  of  either  the  old  law  or  new  law  claim  the 
papers  snail  be  referred  to  the  board  of  review  for  final  action  upon 
the  completed  claim.  The  special  examiner,  however,  will  not  return 
such  claims  to  the  Bureau  until  he  has  secured  all  available  evidence 
in  his  territory  relating  to  the  merits  of  either  claim. 

OBDEB  HO.  33.— KISCELLANEOirS  FBACTICE. 

1.  When  it  has  been  determined  by  satisfactory  proof,  after  legal 
notice  to  the  pensioner,  that  the  name  of  such  pensioner  was  put  upon 
the  pension  roll  through  false  and  fraudulent  representations,  the  name 
and  cause  of  dropping  of  such  pensioner  will  be  submitted  in  a  proper 
letter  prepared  in  the  finance  division  to  the  Secretary  of  the  Interior, 
and  upon  receipt  of  his  approval  of  the  proposed  action,  the  pension 
agent  will  be  directed  to  drop  the  name  oi  the  pensioner  from  the 
roll. 

2.  Notifications  to  pension  agents  of  dropping  the  names  of  pen- 
sioners from  the  roll  will  in  all  cases  be  sent  through  the  chief  of  the 
finance  division. 
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3.  In  cases  which  are  in  the  field  for  special  examination,  and  in 
which  requests  for  permits  to  draw  pensions  or  for  transfers  are  filed 
in  this  Bureau,  the  chief  of  the  certificate  division  will  obtain  from 
the  chief  of  the  special  examination  division  the  brief  face  and  index 
which  are  filed  m  the  special  examination  division.  He  will  issue 
the  permit  or  make  the  transfer  in  the  usual  way,  making  a  memo- 
randum of  the  facts  on  a  slip  which  is  to  be  attached  to  the  orief  face^ 
and  making  an  entry  of  the  facts  in  a  record  to  be  kept  by  himu  He 
will  then  return  the  brief  face  and  index  to  the  special  examination 
division.  When  the  case  shall  have  come  in  from  the  field  it  will  be 
sent  immediately  to  the  certificate  division,  when  the  usual  indorse- 
ments now  made  on  the  jacket  will  be  placed  upon  the  same  by  the 
chief  of  the  certificate  division. 

4.  WTien  it  shall  appear  to  an  examiner  or  reviewer  of  a  claim  in 
this  Bureau  that  there  is  a  probability  of  fraud  or  crime  on  the  part 
of  the  claimant,  witnesses,  attorney,  attesting  magistrate,  or  other 
person,  in  connection  with  the  claim,  the  case  will  be  at  once  referred 
by  such  examiner  or  reviewer,  by  slip  approved  by  his  chief,  to  the 
law  division  for  consideration,  and,  if  need  be,  special  examination 
may  be  directed  hj  the  chief  of  the  law  division. 

5.  Examiners  will  carefully  examine  all  reports  of  the  special  ex- 
amination division  found  in  cases  which  they  are  preparing  for  sub- 
mission to  the  board  of  review,  and  transmit  to  the  law  division  all 
such  rej^orts  as  deal  only  with  criminal  charges  against  attorneys, 
agents,  or  authenticating  officers,  in  order  that  they  may  be  placed  in 
the  criminal  files  of  that  division. 

6.  When  it  is  deemed  necessary  to  send  out  an  invalid  claim 
(whether  original,  increase,  or  additional  on  account  of  new  dis- 
ability) for  special  examination,  the  adjudicating  examiner  in  charge 
of  the  case  will  be  careful  to  see  whether  a  ratable  degree  of  disability 
has  been  shown,  and  if  there  be  any  doubt  upon  this  point  the  papers 
will  be  referred  to  the  medical  referee  for  his  opinion.  If  in  his 
opinion  no  ratable  disability  be  shown  the  case  will  not  be  referred 
for  special  examination. 

7.  Cases  submitted  to  the  board  of  review  by  the  special  examina- 
tion division  will  not  be  returned  to  the  adjudicating  divisions  for  the 
supposed  necessity  of  having  a  call  made  upon  the  War  Department 
to  verify  the  presence  or  absc^nce  of  comrades  who  have  testified 
before  a  special  examiner;  if  the  case  be  established  in  every  other 
particular  the  same  will  be  adjudicated. 

8.  When  contesting  claims  are  filed  a  report  from  the  War  Depart- 
ment as  to  the  service  of  the  soldier  should  be  obtained  and  both 
claims  briefed  in  the  usual  manner  and  submitted  to  the  board  of 
review  for  reference  to  the  law  division.  AVTiere  a  prima  facie  case 
has  been  established  by  one  of  the  contestants  the  board  of  review  will 
indicate  wherein  special  examination  as  to  general  merits  is  required, 
and  the  law  division  will  prepare  letters  of  instructions  for  the  guid- 
ance of  the  special  examiner  for  the  purpose  of  having  such  testimony 
taken  as  may  be  necessary  to  determine  whether  any  criminal  intent 
exists  on  the  part  of  cither  or  both  of  the  claimants.  Wliere  a  prima 
facie  case  has  not  been  established  by  either  one  of  the  contestants, 
the  reference  to  the  law  division  will  be  made  without  recommenda- 
tion, for  such  action  as  that  division  may  deem  advisable  to  take  in 
determining  the  presence  or  absence  of  criminal  features. 
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MISCELLANEOUS  PRACTICD, 
ORDER  VO.  34. 

1.  Invalid  claims  in  which  more  than  one  disability  is  alleged 
may  be  allowed  when  one  of  the  pensionable  disabilities  is  estab- 
lished. The  examiner  submitting  the  claim  will  at  the  same  time 
make  the  proper  call  for  the  evidence  necessary  to  complete  the  claim 
for  the  otner  disabilities.  After  allowance  of  the  claim  the  papers 
will  be  returned  to  the  adjudicating  division  for  completion  of  claim 
for  the  remaining  disabilities. 

2.  No  claim  which  has  been  allowed  and  certificate  issued  thereon, 
leaving  one  or  more  disabilities  pending,  will  again  be  submitted  to 
the  board  of  review  until  all  the  alleged  disabilities  are  established 
or  the  claimant  shall  have  stated  his  inability  to  complete  the  claim. 
Where  a  call  for  evidence  has  been  unanswered  for  six  months,  the 
claim  may  be  submitted  for  allowance  for  the  disabilities  proved  and 
for  rejection  of  those  not  established. 

ORDER  NO.  88. 

1.  When  a  chief  of  division  in  which  a  claim  is  being  adjudicated 
disagrees  to  the  requirements  of  the  board  of  review,  he  may  appeal 
therefrom  through  the  chief  of  the  board  of  review  to  the  Commis- 
sioner for  decision,  the  point  or  points  at  issue  being  clearly  and  con- 
ciselv  stated  and  the  evidence  relating  thereto  brieted  and  arranged 
on  the  outside  of  the  jacket. 

2.  No  case  should  be  presented  from  any  division  to  the  Commis- 
sioner, Deputy  Commissioner,  or  medical  referee  for  decision,  opin- 
ion, or  examination,  except  in  the  usual  course  of  progression  through 
the  chief  of  the  division  in  which  the  case  is  adjudicated,  or  at  his 
instance  and  with  his  approval. 

ORDER  NO.  86. 

Examining  surgeons  of  the  Bureau  may  testify  in  a  pension  claim 
to  any  matter  within  their  knowledge,  provided  their  information  is 
not  acquired  in  their  official  capacity.  They  should,  however,  state  in 
their  certificates  all  information  possessed  by  them  regarding  the 
disabilities  or  treatment  which  they  have  given  any  applicant  who 
is  ordered  before  them  for  examination,  in  this  manner  acquainting 
the  Bureau  with  all  facts  within  their  knowledge  and  relieving  them- 
selves of  the  burden  and  annoyance  of  furnishing  affidavits  at  the 
solicitation  of  applicants  to  whom  they  have  rendered  treatment. 

ORDER  NO.  37. 

Every  writing  emanating  from  any  division  of  this  Bureau  ex- 
pressing official  action,  or  being  in  the  nature  of  an  official  com- 
munication proper  to  be  signed  by  the  chief  of  the  division,  should 
be  on  the  signature,  written  or  stamped,  as  the  practice  of  the  Bu- 
reau may  permit,  of  the  chief  or  acting  chief  of  the  division.  This 
direction  will  not  apply  to  the  action  of  an  examiner  or  reviewer 
noted  on  a  brief  face. 


S.  Doc.  306.  5D-2,  pt  2- 
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ORDER  NO.  88. 

Applications  for  duplicates  of  invalid  certificates  wherein  the  last 
issue  shows  a  rating  less  than  $6  per  month,  will  be  settled  through 
the  adjudicating  divisions  and  board  of  review  by  a  "  Reissue  to 
change  rate  "  under  the  act  of  March  2,  1895. 

ORDER  NO.  89. 

Whenever  a  call  is  made  for  a  case  and  it  should  appear  that  it  is 
not  found  upon  the  records  of  this  Bureau,  such  fact  must  be  shown 
over  the  signature  of  the  chief  of  the  proper  division  to  secure  more 
careful  search  and  prevent  the  occurrence  of  erroneous  reports. 

ORDER  NO.  40. 

Every  pensioner  and  every  applicant  for  pension  residing  in  a 
free-delivery  city  will  be  requirea  to  state  street  and  number  in  giving 
their  post-office  addresses.  Addresses  in  care  of  another  person  will 
not  be  accepted,  nor  will  any  communication  be  addressed  to  the 
claimant  when  the  street  and  number  given  is  the  same  as  the 
attorney's. 

ORDER  NO.  41. 

Courtesies  extended  by  the  Bureau  to  parties  seeking  in  person 
information  as  to  the  status  of  claims  have  oeen  much  abused  in  some 
instances,  and  when  search  is  made  to  determine  the  responsibility 
for  such  wrongdoing  it  is  found  impossible  to  locate  the  same  for  the 
reason  that  there  is  no  record  made  of  the  parties  to  whom  the  in- 
formation is  furnished  or  by  whom  it  is  obtained.  To  obviate  such 
difficulty,  call  slips  for  cases  drawn  from  the  divisions  or  from  the  ad- 
mitted or  abandoned  files  should  contain  a  statement  designating  the 
person  in  whose  behalf  the  call  is  made  and  to  whom  the  papers  are 
to  be  exhibited.  Such  call  slips  will  be  retained  in  the  files.  Calls 
not  furnishing  the  information  herein  described  will  not  be  honored 
by  the  divisions. 

ORDER  NO.  48. 

Claims  should  not  be  referred  to  the  medical  division  for  opinion 
or  for  ordering  medical  examinations  without  the  record  evidence 
of  the  claimant's  service  and  disability. 

ORDER  NO.  43. 

In  claims  for  pension  arising  out  of  destruction  of  the  U.  S.  S. 
Maine  on  February  15,  181)8,  declarations  executed  and  filed  subse- 
quent to  the  discharge  or  death  of  the  person  upon  whose  service  a 
claim  is  based  will  be  accepted  as  valid  without  regard  to  whether 
the  claimant  is  or  is  not  entitled  to  be  a  beneficiary  under  section  2, 
act  of  March  30,  18J)8.  IVnsions  allowed  such  beneficiaries  must  not 
commence  prior  to  February  IG,  18J)1),  as  provided  in  section  4  of 
said  act. 

ORDER  NO.  44. 

WHiere  an  application  for  a  pension  contains  a  statement  to  the 
effect  that  the  service  given  in  the  declaration  is  all  tlie  military  or 
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naval  service  ever  performed  by  the  applicant^  it  will  not  be  necessary 
to  require  the  applicant  to  furnish  further  affidavit  on  this  point. 

OBDE&  HO.  45. 

1.  In  all  admitted  claims  under  the  general  law  in  which  pen- 
sioners are  entitled  to  the  benefit  of  Ruling  No.  245  a  reissue  will 
be  made  allowing  the  benefit  of  said  ruling  without  an  application 
therefor. 

2.  In  claims  for  accrued  pension  the  benefit  of  Buling  No.  245  will 
not  be  gi'anted  without  an  application. 

OBDEB  NO.  46. 

In  cases  for  pension  where  disability  or  death  is  claimed  to  be  due 
to  a  disease  reasonably  chargeable  to  the  service,  if  it  does  not  appear 
that  the  soldier  or  sailor  was  absent  when  the  same  was  incun*ed  and 
there  is  no  evidence  adverse  to  its  origin,  line  of  duty  will  be  pre- 
sumed, provided  the  existence  of  the  disease  is  satisfactorily  shown 
in  the  service  as  alleged. 

OBDEB  NO.  47. 

Rates  for  officers  in  general-law  claims  will  be  one-quarter,  one- 
half,  three-quarters,  and  total.  Ratings  in  these  claims  should  not 
be  in  fractions  of  eighteen.  This  is  not  to  conflict  with  specific  rates 
fixed  by  Bureau  or  Departmental  orders,  nor  be  so  construed  as  to 
prevent  officers  below  the  rank  of  first  lieutenant  from  receiving  rates 
in  fractions  of  eighteen  in  excess  of  their  total. 

OBDEB  NO.  48. 

In  claims  under  the  general  law  where  increase  of  pension  is 
claimed  by  reason  of  old  disability  and  also  by  reason  of  naming  of 
new  disability  which  is  not  declared  to  be  of  service  origin,  or  to  be  a 
result  of  the  old  disability,  said  new  disability  will  be  ignored  and 
the  claim  adjudicated  as  ir  no  mention  thereof  had  been  made.  In 
those  claims  of  this  character  in  which  the  adjudicating  division  has 
already  called  u[)on  the  claimant  to  state  when  and  where  the  new 
disability  was  contracted,  and  he  alleges  and  proves  it  of  sen^ice 
origin,  pension  for  said  new  disability  will  commence  from  date  of 
filing  first  declaration  alleging  increase  by  reason  of  same. 

OBDEB  NO.  49. 

Whenever  the  Bureau  shall  require  information  touching  pay- 
ments to  any  pensioner,  inquiiy  Avill  be  made  of  the  Auditor  lor  the 
Interior  Department,  Treasury  Depai-tment. 

OBDEB  NO.  50. 

The  official  mail  requiring  the  facsimile  signature  of  the  Commis- 
sioner will  be  stamped  in  the  division  where  prepared  and  forwarded 
direct  to  the  mail  division  not  later  than  the  day  following  the  date 
thereof.  This  does  not  refer  to  communications  prepared  in  response 
to  calls  for  status  by  the  officei*s  of  the  Bureau. 
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The  names  of  the  persons  having  charge  of  the  facsimile  stamps 
will  be  recorded  in  a  book  kept  for  the  purpose  in  the  chief  clerk's 
room,  and  each  individual  will  be  held  personally  responsible  for  the 
proper  use  and  care  of  the  same.  The  stamps  must  be  locked  up 
when  not  in  use. 

OBDEB  NO.  51. 

When  in  the  course  of  the  adjudication  of  a  claim  for  pension  it 
seems  probable  that  it  will  be  necessary  to  change  the  soldier's  name 
or  his  service  from  what  it  appears  upon  the  jacket,  or  when  it  is 
learned  that  the  soldier  served  tor  a  term  or  in  an  organization  addi- 
tional to  that  which  appears  upon  the  jacket,  all  the  papers  should 
be  referred  by  the  chief  of  the  adjudicating  division  to  the  chief  of 
the  record  division  for  a  proper  record  thereof  and  a  search  of  the 
records  according  to  the  correct  name  and  service  or  additional  serv- 
ice, as  the  case  may  be,  and  for  a  report  setting  forth  the  facts  shown 
by  such  record. 

This  action  is  intended  to  prevent  a  second  allowance  by  which 
claimants  will  receive  two  pensions  for  the  same  period  of  time. 

OBDEB  NO.  52.— BESOLTTTION  OF  KAY  29,  1830. 

The  chiefs  of  the  several  divisions  of  this  Bureau  will  keep  a  record 
of  all  claims  which,  although  meritorious,  can  not  be  allowed  under 
the  provisions  of  the  pension  laws,  in  order  that  a  list  of  all  claimants 
for  pension,  or  increase  of  pension,  who,  in  the  opinion  of  the  Com- 
missioner, ought  to  be  placed  upon  the  pension  roll,  or  otherwise  pro- 
vided for,  and  for  domg  which  there  is  no  sufficient  power  or  au- 
thority, can  be  presented  to  Congi-ess,  as  provided  by  joint  resolution 
approved  May  29,  1830. 

Such  record  shall  embrace  the  name  of  the  claimant,  service  and 
residence,  number  of  the  claim,  nature  of  the  disability,  or  basis  of 
the  claim,  the  grounds  for  the  rejection,  and  such  remarks  touching 
its  merit  as  may  be  necessary  in  the  preparation  of  the  C!ommis- 
sioner's  report. 

H.  Clay  Evans, 

Covimissioner. 
Approved  September  9, 1901 : 
Thos.  Ryan. 

Acting  /Secretary  of  the  Intcynor. 

OBDEB  NO.  53. 

In  view  of  the  Departmental  decision  rendered  July  10,  1901,  in 

the  claims  of  the  minors  of  George  W.  Douglass,  No.  673886,  and 

Allen  B.  Pierson,  certificate  No.  627176,  paragraph  5,  on  page  112  of 

/'A  treatise  on  the  practice  of  the  Pension  Bureau,"  approved  by  the 

"Secretary  of  the  Interior  on  April  9,  1898,  is  amended  to  read  as 

follows : 

The  inhibition  of  the  last  proviso  in  the  third  section  of  the  act  of  June  27, 
1890,  against  widows  who  wen*  married  to  the  soldier  after  the  passage  of  said 
act,  does  not  extend  to  the  chil<lren  of  such  innrria>j:i\  Therefore,  If  soldier 
was  noarried  or  marries  snbs(Miuent  to  June  127.  18,00.  and  died  without  leaving 
a  widow  surviving,  or,  if  he  left  a  widow  survivUig  who  subsequently  died  or 
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remarried,  the  minor  children  of  such  marriage,  under  16  years  of  age,  may 
become  entitled  to  pc^nsion  under  the  provisions  of  said  act,  other  conditions 
necessary  to  title  existing. 

H.  Clay  Evans, 

C  (yfniaiasioner. 

Approved  July  30,  1901 : 

E.   A.   HlTCHCX)CK, 

Secretary  of  the  Interior. 

OBDEB  HO.  M. 

In  view  of  Departmental  decision  of  June  20,  1901,  in  the  case  of 
Ambrose  T.  Sanguinette,  certificate  No.  994906,  paragraph  6  on  page 
95  of  "A  treatise  on  the  practice  of  the  Pension  Bureau,"  approved 
by  the  Secretary  of  the  Interior  on  April  9,  1898,  is  amended  to  read 
as  follows : 

Should  it  be  found,  however,  not  to  have  existed  at  the  time  when  the 
original  application  was  filed,  but  from  a  subseijuent  date  prior  to  medical 
examination,  the  rate  allowed  the  applicant  from  date  of  filing  such  declaration 
being  below  the  maximum,  may  be  increased  from  the  date  of  the  certificate  of 
medical  examination  showing  the  increased  degree  of  incapacity  for  eaiming  a 
support  by  manual  labor. 

H.  Clay  Evans, 

Commissioner. 
Approved  July  30, 1901  : 
E.  A.  Hitchcock, 

Secretary  of  the  Interior, 

O&DEB  NO.  55. 

Hereafter  no  original  or  other  certificate,  upon  which  no  payment 
has  been  made,  will  be  cancelled  on  account  of  death  of  the  pensioner. 
Certificates  of  that  kind  will  be  sent  to  the  finance  division,  where 
they  will  be  marked  "  pensioner  dead,"  and  notices  of  death  sent  to 
the  proper  pension  agents  and  to  the  Auditor  for  the  Interior 
Department. 

When  claims  to  the  accrued  pension,  in  these  cases,  are  established 
they  will  be  submitted  on  the  usual  accrued  face  brief,  which  will 
show  in  addition  to  the  other  facts  whether  an  attorney  was  entitled 
to  a  fee  when  the  claim  was  allowed,  and  if  so,  the  amount  to  be  paid 
by  the  pension  agent. 

In  cases  where  attorneys  were  entitled  to  fee,  the  "  accrued  ordei's  " 
will  show  the  names  of  the  attorneys,  the  amount  of  fees  due,  and 
direct  that  they  will  be  paid  from  the  accmed  pension. 

H.  Clay  Evans, 

Commissioner, 
Approved  September  4,  1901 : 
Tuos.  Ryan, 

Acting  Secretai^  of  the  Interior. 

O&DER  NO.  56. 

Following  the  views  expressed  bv  the  Department  July  20,  1001,  in 
the  case  of  Martin  AVtigner  (Current  Decision  No.  125),  the  practice 
outlined  below  will  hereafter  be  followed: 

First.  No  claim  under  the  act  of  June  27,  1890,  or  general  law, 
shall  be  deemed  to  have  reached  final  adjudication  until  all  necessary 
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evidence  for  a  legal  adjudication  has  been  obtained,  and  a  legal 
approval  or  rejection  had  upon  said  evidence. 

Second.  No  claim  under  the  act  of  June  27,  1890,  or  general  law 
shall  be  rejected  upon  the  so-called  ground  of  "  no  benefit,"  for  if  a 
claimant  is  entitled  to  a  rating,  from  a  medical  standpoint,  such 
rating  shall  be  spread  upon  the  face  brief  in  every  case  unless  the 
claim  stands  already  rejected  upon  legal  grounds. 

Third.  In  the  event  that  a  claimant  is  accorded  any  rating  under 
the  act  of  June  27,  1890,  but  is  already  on  the  rolls  under  the  general 
law,  he  shall  be  notified  of  the  acticm  taken  under  the  act  of  June  27, 
1890,  as  follows: 

You  are  informed  that  the  above-entitled  claim  for  pension  under  the  act 

of  June  27,  1800.  has  been  approved  at  $__  per  month  from on  account 

of Inability  to  earn  a  support  by  manual  labor,  but  as betm 

pensioned  under  the  general  law  at  $__  per  month,  from ,  an  issue  will 

not  be  made  under  the  act  of  June  27,  189().  for  the  reason  that  it  confers 

no  benefit,  unless should  desire  to  surrender pension  under  the 

general  law  and  request  the  issue  of  a  certificate  under  the  act  of  June  27, 
1890. 

If  claimant  requests  issue  of  certificate  under  the  act  of  June  27.  1890,  a 
fee  of  $—  will  be  deducted  from  pension  allowed  under  such  issue  to  be  paid 
to  attorney of 

Fourth.  In  the  event  that  a  claimant  is  accorded  any  rating  under 
the  general  law,  but  is  already  on  the  rolls  under  the  act  of  June  27, 
1890,  he  shall  be  notified  of  the  action  taken  under  the  general  law  as 
follows : 

You  are  informed  that  the  above-entitled  claim  for  pension  under  the  gen- 
eral law  has  been  approved  at  $__  per  month  from on  account  of , 

but  as been  pensioned  under  the  act  of  .Tune  27,  1890,  at  $__  per  month, 

from ,  an  issue  will  not  he  made  under  the  general  law,  for  the  reason 

that  it  confers  no  l)enefit,  unless should  desire  to  surrender i>en- 

sion  under  tlie  act  of  .Tune  27,  1890,  and  request  the  issue  of  a  certificate  under 
the  general   law. 

If  claimant  re<iuests  issue  of  certificate  under  the  general  law,  a  fee  of  $— 
will  be  deducted  from  pension  allowed  under  such  issue,  to  be  paid  to  attor- 
ney   of 

Nothing  in  this  order  shall  be  so  construed  as  to  delay  the  final 
adjudication  of  any  claim  to  await  completion  of  another  claim  pend- 
ing in  behalf  of  claimant. 

H.  Ci.AY  Evans, 

ComTnissioner. 
Approved  September  9,  1901 : 
Thos.  Ryan, 

Acting  Secretary  of  the  I ii tenor. 

ORDER  NO.  57. 

On  Ai]<riist  22,  1901,  the  Assistant  Seorotary  of  the  Interior,  in  the 
case  of  the  widow  of  Antonio  Soiisa,  first-class  musician,  United 
States  Marine  Corps,  certificate  No.  2595,  held  that — 

Section  4715.  Uevisod  Statutes,  forbids  the  allowance  of  more  than  one  pen- 
sion Jit  the  snnio  time  t(>  tlie  snnie  lUM-son. 

The  niusician's  allowjince  under  section  4Tr)(»  was  paid  out  of  the  naval  pension 
fund,  but  it  was  nevertheless  a  service  pension,  ami  he  could  not,  under  the  law» 
receive  that  pension  and  one  at  the  same  time  under  the  general  law. 

It  is  there foro  ordered  that  hereafter  pension  shall  not  be  allowed 
under  tlie  provisions  of  section  475G,  Ke vised  Statutes,  covering 
period  over  which  beneficiary  is  in  receipt  of  a  pension  under  any 
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other  law  and  vice  versa.  Claimant  or  pensioner  will  be  fully  and 
clearly  advised  of  his  rights  in  each  case  and  be  afforded  an  oppor- 
tunity to  elect  under  which  law  he  will  take  pension. 

"WTien  a  pensioner  is  now  drawing  pension  under  sedition  4766  and 
under  some  other  law  he  will  immediately  be  advised  as  to  the  law  in 
the  premises  and  his  rights  thereunder  and  be  given  thirty  days  to 
elect  under  which  law  his  pension  shall  be  continued,  and  upon  receipt 
of  his  election  certificate  shall  issue  in  accordance  therewitn. 

If  pensioner  fails  to  elect  under  which  law  pension  shall  be  con- 
tinuea,  after  the  expiration  of  thirty  days  from  receipt  of  notice,  or 
before  case  is  reached  for  final  action,  reissue  will  be  made  to  allow 
him  pension  under  the  law  conferring  the  greater  benefit,  and  pay- 
ment under  other  laws  will  cease. 

Paragraph  7  on  page  85  of  "A  treatise  on  the  practice  of  the  Pen- 
sion Bureau,"  approved  by  the  Secretary  of  the  Interior  on  April  9, 
1898,  is  hereby  abrogated. 

H.  Clay  Evans, 

Approved  September  10, 1901 :  Commisinoner. 

Thos.  IvYAN, 

Acting  Secretary  of  tJie  Interior. 

OBDEB  HO.  58. 

In  the  adjudication  of  claims  under  the  act  of  March  3,  1901,  in 
which  claims  under  other  laws  are  pending  in  behalf  of  claimant  at 
date  of  filing  under  the  act  of  March  3,  1901,  the  following  rules  will 
govern : 

First,  (a)  Clmm  filed  under  act  of  June  27^  1890^  and  subsequently 
under  act  of  March  5,  1901, — If  title  exists  under  both  laws,  issue 
under  act  of  June  27,  1890,  will  cease  on  the  day  prior  to  that  on 
which  pension  commences  under  act  of  March  3,  1901. 

(6)  Claim  filed  under  act  of  March  S^  190 1,  and  on  same  or  suhse- 
quent  dates  under  act  of  June  27^  1890, — If  title  exists  under  both 
laws,  issue  will  be  made  under  act  of  March  3,  1901. 

Second,  (a)  Claims  filed  under  general  law  and  under  act  of 
March  3^  1901, — If  title  exists  under  both  laws,  and  rate  is  greater 
under  act  of  March  3,  1901,  issue  under  general  law  will  cease  on  the 
day  prior  to  that  on  which  pension  commences  under  the  act  of 
March  3, 1901. 

(6)  //  rate  under  the  general  law  is  the  same  as  under  act  of 
March  i,  1901,  issue  will  be  made  under  the  general  law,  and  will 
continue  subject  to  the  provisions  and  limitations  of  the  general  pen- 
sion laws,  unless  an  issue  has  been  made  under  act  of  March  3,  1901, 
in  which  case  the  general-law  pension  will  cease  on  the  day  prior  to 
that  on  which  pension  commenced  under  act  of  March  3,  1901. 

(c)  If  the  rate  under  the  general  law  is  greater  than  under  act  of 
March  i,  1901^  issue  will  be  made  under  the  general  law,  with  deduc- 
tions of  payment  (if  any)  made  under  act  of  March  3,  1901,  for  any 
portion  of  same  period. 

If  on  the  date  of  filing  claim  under  the  act  of  March  3, 1901,  claimant 
is  in  receipt  of  a  pension,  she  has  no  title  to  restoration  under  said  act. 

H.  Clay  Evans, 

Approved  October  16,  1901 :  Commissioner. 

E.  A.  HrrcHCOCK, 

Secretary  of  the  Interior. 


MISCELLANEOUS. 


GENSBAL  IHSTBUCTIOHS  POB  THE  EZECXmOH  OF  PENSION  YOUCHEBS. 

Department  op  the  Interior, 

January  19^  1907. 

The  following  general  rules  are  prescribed,  in  conformity  with 
section  4765  of  the  Revised  Statutes,  for  observance  in  the  execution 
of  vouchers  of  all  classes  for  the  payment  of  pensions : 

I. — ^BEFORE   WHOM   VOUCHERS   MAT  BE   EXECUTED. 

(a)  Vouchers  for  the  payment  of  pensions  may  be  executed  within 
the  territorial  limits  of  the  United  States  before  any  civil  officer, 
Federal,  State,  or  Territorial,  having  authority  to  administer  oaths 
for  general  purposes,  or  before  any  fourth-class  postmaster  of  the 
United  States,  as  authorized  by  the  act  of  August  23,  1894.  Said 
act  is  held  not  to  extend  to  postmasters  appointed  by  the  temporary 
government  of  the  Philippine  Islands,  as  established  under  the  act 
of  Congress  approved  July  1, 1902. 

(6)  If  the  officer  before  whom  a  voucher  is  executed  (being  other 
than  a  fourth-class  postmaster)  be  required  by  law  to  have  and  use 
a  seal,  it  must  be  affixed  to  his  jurat.  If  lie  liave  no  seal,  or  use  a  seal 
though  not  required  by  law  to  do  so,  a  certificate  of  the  proper  officer 
as  to  his  official  character,  signature,  and  term  of  office,  must  be  filed 
in  the  agency  where  the  pension  is  payable.  One  such  certificate  so 
filed  shall  suffice  for  the  term. 

{c)  Fourth-class  postmasters  are  required  by  the  act  of  August  23, 
1894,  authorizing  them  to  administer  oaths  in  the  execution  of  vouch- 
ers for  pension,  to  affix  the  stamp  of  their  office  to  their  signatures  to 
the  vouchers.  By  such  stamp  is  meant  the  postmarking  stamp  used 
to  show  the  date  on  which  a  letter  is  filed  in  the  post-office  for 
transmission,  or  on  which  it  is  received  for  delivery.  Tlie  stamp  must 
bear  the  same  date  with  the  jurat  and  be  legibly  impressed. 

{d)  Vouchers  for  the  payment  of  pensions  may  be  executed  in  a 
foreign  country  only  be  tore  a  United  States  ambassador,  minister, 
or  consul,  or  other  consular  officer,  or  before  a  magistrate  or  other 
civil  officer  of  the  country  duly  authorized  under  the  laws  thereof  to 
administer  oaths  or  take  affirmations,  the  official  character  and  signa- 
ture of  such  magistrate  or  other  civil  officer  to  be  authenticated  by 
the  certificate  of  a  United  States  ambassador,  minister,  or  consul,  or 
other  consular  officer.  One  such  authenticating  certificate,  if  filed 
at  the  pension  agency  for  general  reference,  and  showing  the  term  of 
office  of  the  official  to  whom  it  relates,  shall  suffice  for  such  term. 
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The  Commissioner  of  Pensions  may,  in  his  discretion,  authorize  the 
acceptance  of  a  voucher  in  the  absence  of  such  authenticating  certifi- 
cate, if  for  any  reason  it  be  not  furnished. 

(e)  Vouchers  for  pension  may  be  prepared  and  executed,  in  whole 
or  in  part,  in  a  foreign  language,  in  case  the  person  to  whom  payment 
is  to  be  made  resides  in  a  foreign  country  tne  language  of  which  is 
other  than  the  English,  and  wherein  the  authentication  of  documents 
in  a  foreign  language  is  prohibited  by  law.  The  substituted  language 
in  such  case  must  be  a  substantially  correct  translation  of  the  corre- 
sponding part  in  the  form  of  voucher  furnished,  and  the  paper  or 
document  whereon  it  appears  must  be  securely  attached  to  said  form, 
the  original  and  duplicate  receipts  in  which,  comprising  the  lower 
half  thereof,  must  be  signed  by  the  person  to  whom  payment  is  to 
be  made,  in  the  presence  of  the  officiating  officer,  who  must  certify  to 
their  having  been  so  si^ed. 

(/)  No  person  who  is  to  receive  payment  of  a  fee  as  attorney  out 
of  the  pension  to  be  paid  upon  a  voucher  may  officiate  in  the  execu- 
tion of  such  voucher. 

n. — EVIDENCE   or   IDENTITY  OF  PAYEE   OP   PENSION, 

(a)  In  the  execution  of  vouchers  for  the  payment  of  pensions,  the 
possession  of  the  pension  certificate  shall  be  accepted  as  first  evidence 
of  the  identity  oi  the  payee  of  the  pension  in  all  cases  wherein  the 
exhibition  of  such  certificate  to  the  officiating  officer  is  required,  and 
in  such  cases  the  certificate  must  be  so  exhibited  at  the  execution  of 
each  and  every  voucher,  unless  a  "  permit "  dispensing  with  such  ex- 
hibition of  the  certificate  shall  have  been  obtained  from  the  Com- 
missioner of  Pensions  for  exhibition  to  the  officer  in  place  of  the 
certificate. 

(6)  Permits  to  execute  vouchers  for  pension  in  the  absence  of  the 
pension  certificate  may  be  issued,  in  cases  where  the  certificate  is  lost 
or  can  not  for  other  reason  be  exhibited,  upon  application  to  the 
Commissioner  of  Pensions  by  the  person  to  execute  the  voucher,  such 
application  to  be  in  the  form  of  an  affidavit  and  to  set  forth  fully 
ana  explicitly  the  cause  or  causes  of  the  applicant's  inability  to  ex- 
hibit tne  pension  certificate.  Such  permit  shall  in  each  instance  be 
good  only  for  the  payment  for  which  issued,  and  the  same  must  be 
isecurely  attached  to  the  voucher  for  such  payment  and  be  surrendered 
with  the  presentation  thereof  for  payment. 

(c)  The  officer  before  whom  a  voucher  is  executed,  with  the  exhibi- 
tion of  such  permit  in  place  of  the  pension  certificate,  should  be  care- 
ful to  cancel  the  words  in  the  jurat  relating  to  the  exhibition  of  the 
certificate. 

{d)  When  the  person  executing  the  voucher  affixes  his  or  her  signa- 
ture thereto  by  legible  writing,  the  certificate  of  the  officer  before 
whom  the  voucher  is  executed  shall  be  a  sufficient  attestation;  but 
when  the  executant's  signature  is  affixed  by  mark  (x)  or  is  written 
illegibly,  the  same  mustoe  attested  by  the  signatures  of  two  witnesses 
in  their  own  proper  handwriting.  In  cases  where  two  deposing  wit- 
nesses are  required  to  appear,  the  signature  by  mark  (x)  of  either  or 
both  of  such  witnesses  must  be  attested  by  a  third  person,  other  than 
the  person  executing  the  voucher  or  the  officiating  magistrate,  and 
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the  attestinjg  signature  of  such  third  person  must  be  in  his  or  her 
proper  handwriting. 

(e)  The  requirements  of  the  preceding  paragraph  relate  to  signa- 
tures to  the  sworn  statements  in  the  voucher  or  to  accompany  the 
same.  Signatures  to  the  receipts  (original  and  duplicate),  compris- 
ing the  lower  half  of  the  form,  need  not  be  attested  in  any  case, 
whether  in  writing  or  by  mark,  the  jurat  of  the  officiating  officer,  in 
which  he  is  requii'ed  to  certify  that  the  receipts  were  simed  by  the 
properperson  in  his  presence,  being  deemed  a  sufficient  autnentication. 

(/)  Trie  pension  agent  shall,  in  all  cases  of  payment  of  large  sums 
of  money  to  persons  not  known  to  him,  and  may  in  all  other  cases 
when,  in  his  judgment,  such  precaution  is  necessary,  require  that  the 
person  to  receive  payment  be  identified  by  one  or  more  credible 
persons  under  oath. 

in. — PREPARATION   OP  VOUCHERS. 

(a)  All  blank  spaces  in  the  vouchers  must  be  filled  in  with  the  in- 
formation requirea. 

(b)  The  name  of  the  person  who  perfonied  the  service  on  account  of 
which  the  pension  is  granted,  and  a  proper  description  of  the  service 
by  statement  of  rank  and  company  and  regiment,  if  in  the  Army,  or 
vessel,  if  in  the  Navy,  must  appear  in  each  and  every  voucher  in  the 
spaces  provided  therefor. 

(c)  Signatures  must  in  every  instance  appear  only  in  the  spaces 
provided  therefor,  and  should  fee  written  as  legibly  as  possible. 

(d)  Post-office  addresses,  wherever  required,  must  be  given  in  the 
proper  spaces  in  each  instance,  notwithstanding  two  or  more  persons, 
whose  signatures  appear  in  the  voucher,  may  have  the  same  address. 

(e)  All  alterations,  erasures,  cancellations,  or  interlineations  iinist 
be  certified  by  the  officiating  officer  as  having  been  made  before  the 
voucher  was  executed. 

IV. WHEN   VOUCHERS   FOR   PENSION    MAY   BE   EXECUTED. 

(a)  Pensions  are  due  and  payable  from  eighteen  United  States 
pension  a^encie-s  in  quarterly  installments  on  the  4th  day  of  each 
month  in  the  year,  as  follows: 

Groi/p  I  (Jvhj  i,  Oi'tober  .^,  January  4,  April  ^). — Buffalo,  N.  Y., 
Concord,  N.  II.,  Clii(!ago,  111.,  Des  Moines,  Iowa,  Milwaukee,  Wis., 
Pittsburg,  Pa. 

Group  II  (Avrfiisf  .^,  Noreniher  .{,  Fehruary  .{,  May  .i). — Indian- 
apolis, Tnfl..  Knoxville,  Tenn.,  Louisville,  Ky.,  New  York,  N.  Y., 
Philadelphia,  Pa.,  Topeka,  Kans. 

Group  III  (Srptemhcr  4*  Decemher  Jf.  March  4,  June  4). — Augusta, 
Me.,  Boston,  Mn<s..  Columbus,  Ohio,  Detroit,  Mich.,  San  Francisco, 
Cal.,  Washiii<rton,  I).  C. 

(h)  Vonchei^  for  the  payment  of  quarterly  pension,  whether  for 
one  or  more  quarters'  pension  due,  may  be  executed  only  on  or  after 
the  4th  day  of  the  month  to  which  pension  is  due  as  therein  specified. 

{c)  Vouchers  for  final  payment  upon  a  pension  certificate  may  be 
executed  only  on  or  after  the  day  following  the  date  of  termination 
of  the  pension  as  therein  specified,  and  the  pension  certificate  upon 
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which  final  payment  is  to  be  made  must  be  surrendered  with  the 
presentation  of  the  voucher  for  such  final  payment,  to  the  pension 
agent  bv  whom  the  oayment  is  to  be  made;  iJut  if  the  pension  cer- 
tificate be  lost  or  mislaid  after  the  execution  of  the  voucher  for  final 
payment,  and  can  not,  for  such  or  other  sufficient  reason,  be  surren- 
dered, the  person  to  receive  payment  shall  make  affidavit  fully  recit- 
ing the  facts,  and  the  pension  agent  by  whom  payment  is  to  lie  made 
may  accept  such  affidavit  if  satisfactory  and  waive  the  surrender  of 
the  pension  certificate,  the  affidavit  so  accepted  to  be  attached  to  and 
filea  with  the  voucher. 

(d)  In  all  cases  where  a  pension  certificate  is  replaced  by  a  new 
issue,  the  certificate  so  replaced  must  be  surrendered  with  the  voucher 
for  first  payment  upon  tne  new  issue,  unless  the  same  be  lost  or  ciin 
not  for  other  sufficient  reason  be  so  surrendered,  in  which  case  an 
affidavit  to  procure  waiver  of  surrender  shall  be  prepared  and  sub- 
mitted with  the  voucher  for  acceptance  by  the  pension  agent  in  like 
manner  as  provided  in  the  next  preceding  paragraph. 

(e)  Should  it  appear  from  the  affidavit  for  waiver  or  other  writ- 
ing, in  any  case  of  first  or  final  payment,  that  the  certificate  upon 
which  payment  is  to  be  made  was  lost,  mislaid,  or  in  the  hands  of 
another  person  at  the  time  of  execution  of  the  voucher,  and  there- 
fore not  in  fact  exhibited  as  certified  by  the  officiating  officer,  the 
pension  agent  will  transmit  the  voucher,  without  making  payment 
thereon,  and  the  affidavit  or  other  evidence  of  nonexhibition  of  the 
certificate  to  the  Commissioner  of  Pensions  for  appropriate  action. 

(/)  When  a  voucher  for  final  payment  of  pension  has  been  exe- 
cuted upon  a  "  permit,"  as  hereinbefore  described,  the  pension  agent 
shall  accept  sucli  permit  as  a  waiver  of  the  requirement  for  the  sur- 
render of  the  pension  certificate  upon  which  nnal  payment  is  to  be 
made. 

All  instructions  heretofore  issued  in  conflict  with  the  foregoing  are 
hereby  revoked  and  canceled. 

E.  A.  Hitchcock, 
Seer  eta  ?'y  of  the  Interior. 

NOTICE. 

Vouchors  for  pension  found  defective  for  want  of  proper  observ- 
ance of  any  of  the  foregoing  instructions  will  be  retnnied  for  cor- 
rection or  be  canceled  as  void,  according  to  the  character  of  the 
defect. 

The  act  of  July  7,  1898,  amending  section  4746,  R.  S.  U.  S., 
provides — 

That  every  person  who  knowingly  or  willfully  makes  or  aids,  or  assists  in  the 
making,  or  in  any  wise  procures  the  making  or  presentation  of  any  false  or 
fraudulent  affidavit,  declaration,  certificate,  voucher,  or  pai)er  or  writing  pur- 
porting to  be  such,  concerning  any  claim  for  i)ension  or  payment  thereof,  or 
pertaining  to  any  otlier  matter  within  the  jurisdiction  of  the  Commissioner  of 
Pensions  or  of  the  Secretary  of  the  Interior,  or  who  knowingly  or  willfully  makes 
or  causes  to  be  made,  or  aids  or  assists  in  the  making,  or  presents  or  causes  to 
be  presented  at  any  fiension  agency  any  power  of  attorney  or  other  paper  re- 
quired as  a  voucher  in  drawing  a  ]>ension.  which  paper  l>cnrs  a  date  suhseipicnt 
to  that  upon  which  it  was  actually  signed  or  acknowle<lge<l  by  the  pensioner, 
and  CA'ery  person  before  wlicmi  any  de<*laration.  affidavit,  voucher,  or  otiier 
paper  or  writing  to  be  used  in  the  aid  of  the  prosecution  of  any  claim  for  p(Mi- 
sion  or  bounty  land  or  payment  thereof  purports  to  have  been  executed  who 
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Shall  knowingly  certify  that  the  declarant,  affiant,  or  witness  named  In  mich 
declaration,  affidavit,  voucher,  or  other  paper  or  writing  personally  appeared 
before  him  and  was  sworn  thereto,  or  acknowledged  the  execution  thereof,  when, 
in  fact,  such  declarant  affiant  or  witness  did  not  personally  appear  before  him 
or  was  not  sworn  thereto,  or  did  not  acknowledge  the  execution  thereof,  shall  be 
punished  by  a  fine  not  exceeding  five  hundred  dollars,  or  by  imprisonment  for  a 
term  of  not  more  than  five  years. 

V.  Wabneb, 

CommisHoner. 

BuBEAU  OF  Pensions, 

January  19^  1907. 


OBDEB  HO.  66. 

Depabtmbnt  of  the  Intebiob, 

BuBEAU  of  Pensions, 
Washington^  D.  C,  February  13^  190$, 

Order  No.  2,  "  Orders  of  the  CJommissioner  of  Pensions,  1901,"  is 
hereby  modified  as  follows: 

The  middle  division  is  abolished. 

To  the  eastern  division  is  added  all  claims  on  account  of  service  in 
the  war  of  the  rebellion  in  organizations  belonging  to  the  States  of 
Pennsylvania  and  Michigan. 

To  the  western  division  is  added  all  claims  on  account  of  service  in 
the  war  of  the  rebellion  in  organizations  belonging  to  the  State  of 
Ohio. 

A  new  division,  to  be  known  as  the  army  division,  is  established. 
To  it  will  be  assigned  those  crises  now  in  the  old  war  and  navy  divi- 
sion, and  those  hereafter  filed,  based  on  service  rendered  in  the 
Regular  Army  during  the  war  of  the  rebellion,  or  on  account  of  dis- 
ability incurred  in  the  service  since  the  4th  clay  of  March,  1861,  and 
other  miscellaneous  organizations,  now  considered  by  the  old  war  and 
navy  division,  and  those  of  volunteers  for  service  in  the  war  with 
Spain,  and  in  the  Philippines  and  other  insurrections. 

The  old  war  and  navy  division  will  continue  to  have  the  settlement 
of  all  claims  on  account  of  service  rendered  prior  to  the  4th  day  of 
March,  1861,  and  on  account  of  service  at  any  time  in  the  Navy. 

All  orders  in  conflict  herewith  are  modified. 

E.  F.  Ware,  Coniraissiancr, 
Approved  February  17,  1003. 
Thos.  Ryan, 

Acting  Secretary  of  the  Interior. 


OBDEB  HO.  67. 

Department  of  the  Interior, 

Bureau  of  Pensions, 
Washington^  February  13,  J  90S. 

Ordor  \o.  "•.  "Orders  of  the  Commissioner  of  Pensions,  1901,"  is 
hereby  niodified  as  follows: 
The  First  Deputy  Commissioner  will  supervise  the  business  arising 
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in  tho  following-named  divisions:  Old  war  and  navy  division,  army 
division,  and  southern  division. 

The  Second  Deputy  Commissioner  will  supervise  the  business  aris- 
ing in  the  following-named  divisions:  Eastern  division  and  western 
division. 

E.  F.  Ware,  Conimisaioner. 
Apj)roved  February  17, 1903. 
Thos.  Ryan, 

Acting  Secretary  of  the  Interior. 


O&DEX  HO.  68. 

Department  op  the  Interior, 

Bureau  op  Pensions, 
Washington,  D.  C.^  April  23,  190S. 

Order  No.  40  is  hereby  modified  as  follows: 

Pensioners  and  claimants  for  pension  desiring  their  mail  sent  to 
cities  or  towns  having  free  mail  delivery  must  give  their  post-office 
addresses  by  street  and  number,  number  of  post-office  box,  rural  free- 
delivery  route,  or  "  general  delivery,"  as  the  case  may  be.  "  General 
delivery  "  addresses  will  be  accepted  only  in  case  it  be  shown  that 
no  such  other  address  as  above  specified  is  available. 

Addresses  in  care  of  another  person  will  not  be  accepted  for  the 
transmission  of  pension  certificates  or  anything  of  value,  or  which 
might  be  improperly  or  wrongfully  made  use  of  by  another  person ; 
nor  will  any  communication  be  mailed  to  a  claimant  for  pension,  for 
delivery  at  a  street  and  number  or  post-office  box  address  which  is 
the  same  as  that  of  the  attorney  prosecuting  the  claim. 

E.  F,  Ware,  Commissioner, 
Approved  April  25,  1903. 
E.  A.  Hitchcock, 

Secretary  of  the  Interior. 


O&DSB  HO.  77. 

Department  op  the  Interior, 

Bureau  op  Pensions, 
Washington,  November  30,  1903. 

1.  Service  under  enlistments  entered  into  in  the  loyal  States 
after  April  13,  1865,  and  in  the  disloyal  States,  Territories,  and  the 
District  of  Columbia  after  June  1,  1805,  to  be  deemed  service  "  dur- 
ing the  late  war  of  the  rchpllion,"  must  be  proven  to  have  had  in 
fact  some  direct  connection  with  active  military  duty  in  aid  of  sup- 
pressing the  rel^ellion,  or  have  been  performed  in  territory  where  the 
rel)eIlion  had  existed  and  had  not  been  declared  at  an  end  by  procla- 
mation of  the  President. 

Such  enlistments  will  be  presumed  to  have  been  made  not  for 
service  in  »id  of  suppressing  the  robellion,  but  such  presumption 
may  be  rebutted  by  evidence  showing  the  facts  above  required. 


142        BUIiES  AND  BBOULATIONS,  DEPARTMENT  OF   INTEBIOB. 

2.  Service  under  enlistment^  entered  into  in  the  loyal  States  on  or 
prior  to  April  13,  1865,  and  in  the  disloyal  States,  Territories,  and 
District  of  Columbia  on  or  prior  to  June  1,  1865,  wUl  be  deemed 
service  "  during  the  late  war  of  the  rebellion,"  even  though,  in  order 
to  constitute  ninety  days,  such  service  extends  beyond  April  13  or 
June  1  of  that  year. 

3.  Service  performed  after  April  2,  1866,  must  have  been  rendered 
in  direct  connection  with  the  war  yet  subsisting  in  the  State  of  Texas, 
in  order  to  be  pensionable  under  the  act  of  June  27, 1890. 

4.  Service  rendered  after  Anril  2,  1866,  and  prior  to  Augiist  20, 
1866,  in  the  State  of  Texas,  will  be  presumed  to  have  been  during  the 
late  war  of  the  rebellion,  an^  service  during  said  period  outside  the 
State  of  Texas  will  be  presumed,  in  accorclance  with  rule  1  herein, 
not  to  have  been  during  the  said  war,  and  either  presumption  may  be 
rebutted  by  satisfactory  evidence. 

5.  Service  in  the  Navy  after  July  1,  1865,  under  any  enlistment 
prior  to  that  date  will  be  presumed  not  to  have  been  during  th^  late 
war  of  the  rel)ellion,  but  such  presumption  may  be  rebuttea  by  satis- 
factory evidence  showing  that  the  service  after  said  date  was  ren- 
dered in  connection  with  active  military  duty  in  aid  of  suppressing 
the  rebellion. 

Enlistments  in  the  Navy  after  July  1,  1865,  were  not  "  during  the 
late  war  of  the  rebellion." 

E.  F.  Ware,  Commissioner. 
Approved  December  2,  1903. 
E.  A.  Hitchcock, 

Secretary  of  the  Interior. 


ORDER  NO.  81. 

Department  of  the  Interior, 

Bi  KEAU  OF  Pensions, 
Washington^  D,  C,  September  22^  190i. 

The  act  of  July  18,  1804.  contains  a  ])r()viso  that  the  reports  of  ex- 
amining surgeons  wlion  filed  in  iho  Pension  Office  shall  be  open  to  the 
examination  and  inspection  of  the  claimant  or  his  attorney  under 
certain  rules  and  re^rulations.  Said  act  (1(m»s  not  permit  the  copying 
of  such  reports  or  any  poi'tion  thereof;  therefore,  it  is  hereby  ordered 
that  no  person  whosoever  shall  he  permitted  to  take  copies  of  or  make 
memorandum  from  any  such  report. 

E.  F.  Ware,  Cominissioner. 
Approved  September  26,  1904. 
E.  A.  Hitchcock, 

Secretary  of  the  Interior, 


RULES  FOR  THE  GOVERNMENT  OF  THE  WATCH. 

The  watchmen  of  the  l^ureau  are  under  the  immediate  control  of 
the  captain  of  the  watch,  acting  under  the  instructions  of  the  super- 
intendent and  are  ^ovcimumI  Iw  tli(»  followin*;  rules: 

1.  The  watch  is  organized  in  three  reliefs,  each  relief  remaining  on 
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duty  eight  hours.  No  watchman  shall  leave  his  post  (until  relieved) 
without  permission  of  the  officer  in  charge  of  his  relief.  Watchmen 
shall  not  remain  in  the  building  after  being  relieved  from  duty. 
Watchmen  while  on  duty  shall  wear  their  badges,  that  they  may  be 
easily  recognized.  Any  watchman  found  sleeping,  smoking,  reading, 
or  writing  while  on  duty  shall  be  reported  to  the  superintendent  by 
the  captain  of  the  watch. 

2.  The  day  watch  in  charge  of  the  outer  doors  shall  see  that  no  im- 
proper person  enters  the  building.  Watchmen  on  duty  at  4.30  p.  m. 
shall  see  that  no  unauthorized  person  remains  in  the  building;  that 
the  doors  and  windows  are  closed  and  locked,  and  that  the  water 
pipes  and  fires  in  the  building  are  in  a  safe  condition.  Watchmen 
on  duty  during  the  night  shall  see  that  everything  is  kept  in  a  con- 
dition of  security.  If  anything  is  found  amiss  or  neglected,  it  must 
be  immediately  reported  to  the  officer  in  charge  of  the  relief  and 
corrected.  Each  night  watchman  shall  patrol  his  beat  at  least  once 
every  half  hour,  and  at  the  end  of  every  half -hour  patrol  sound  the 
whistle,  call  out  the  number  of  his  post,  and  announce  "  all  is  well," 
if  so.  The  officer  in  charge  shall  make  the  rounds  of  the  entire  relief 
on  duty  not  less  than  once  every  two  hours. 

3.  A  daily  record  of  the  watch  shall  be  kept  by  the  officers  in 
charge,  in  which  shall  be  noted  the  names  of  watchmen,  time  of  en- 
tering on  duty,  when  relieved  therefrom,  absence,  or  inattention  to 
duty,  and  any  other  fact  which  should  be  brought  to  the  attention  of 
the  superintendent.  A  consolidated  report  shaU  be  made  by  the  cap- 
tain of  the  watch  to  the  superintendent  monthly.  In  case  of  the  sick- 
ness of  any  watchman,  the  officer  of  the  watch  must  be  notified  at 
least  one  hour  in  advance  of  the  time  for  posting  the  relief  to  which 
the  absent  watchman  belongs. 

4.  The  outer  doors  shall  be  opened  at  8  a.  m.  for  the  admission  of 
clerks  and  employees,  but  clerks  shall  not  be  permitted  to  enter  the 
working  rooms  oi  the  Bureau  until  8.30  unless  speciallv  authorized 
to  do  so.  The  outer  doors  shall  be  closed  at  4.45  p.  m.  Visitors  other 
than  those  not  residing  within  the  city  shall  be  admitted  only  between 
the  hours  of  9  a.  m.  and  2  p.  m. 

Pers(ms  not  employees  or  the  Bureau  may  be  directed  only  to  rooms 
of  the  Commissioner,  Deputy  Commissioners,  chief  clerk,  assistant 
chief  clerk,  and  superintendent.  Persons  visiting  the  Bureau  desir- 
ing information  shall  l>e  directed  to  the  chief  clerk's  room.  No  one 
shall  be  admitted  to  the  building  after  2  p.  m.  unless  specially  author- 
ized by  pass,  excepting  Department  officials,  Members  of  Congress, 
employees,  pensioners,  and  applicants  for  pensions.  Persons  author- 
ized to  enter  the  building  out  of  office  hours  must  enter  and  depart 
through  the  main  door  or  the  south  front.  Every  person  (excepting 
the  Commissioner,  First  and  Second  Deputies,  chief  clerk,  assistant 
chief  clerk,  superintendent,  and  chief  clerk  and  higher  officials  of  the 
Interior  Department)  on  entering  the  building  at  any  other  time 
than  between  the  hours  of  8  a.  ni.  and  4.30  p.  m.  must  register  his  or 
her  name,  time  of  entering,  division,  and  room  at  the  office  of  the 
captain  of  the  watch. 

5.  Keys  belonging  to  the  doors  of  any  of  the  rooms  of  the  Bureau 
shall  not  be  taken  from  the  l)uihli]ig  or  ko])t  in  jx'rsonal  possession. 
After  the  rooms  have  been  cleaned  the  laborers  shall  lock  the  doors 
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and  deliver  the  keys  to  the  watchman  at  the  main  entrance,  who  will 
place  them  upon  the  keyboard  provided  for  that  purpose,  and  no  key 
will  be  delivered  to  any  person  before  the  day  following,  except  as 
authorized  by  pass  under  rule  4  or  to  watchman  in  case  of  danger. 

6.  No  person  shall  be  allowed  to  take  out  of  the  building  anything 
whatever  (unless  it  appears  that  it  is  not  the  property  of  the  Gov- 
ernment) except  upon  the  written  order  of  the  CJommissioner,  chief 
clerk,  or  supermtendent;  and  such  order  must  specify  distinctly  the 
property  allowed  to  be  taken. 

7.  CJollectors,  peddlers,  newsboys,  beggars,  solicitors  of  subscrip- 
tions, and  business  agents  shall  not  be  permitted  within  the  building 
occupied  by  the  Bureau;  and  no  busmess  other  than  that  of  the 
Bureau  shall  be  transacted  within  the  building. 

8.  Dogs  will  not  be  allowed  in  the  building. 

9.  Smoking  in  the  basement  of  the  building,  except  in  the  furnace 
room,  is  strictly  prohibited.  Watchmen  shall  promptly  report  any 
violation  of  this  rule. 

V.  Warner,  CoTn/mis^ioaer. 
Approved  November  22, 1905. 

E.  A.  HiTCHCx>CK,  Secretary. 
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STATUTES  CONCERNING  REGISTRATION  OF  PRINTS  AND  LABELS 

WITH  RULES  OF  PATENT  OFFICE. 


THE  LAW  OF  FBINTS  AND  LABELS. 

CONSTITUTION,  1787. 

Abt.  I  Sec.  8. — ^The  Congress  shall  have  power  *  *  *  to  pro- 
mote the  progress  of  science  and  useful  arts,  by  securing  for  limited 
times  to  authors  and  inventors  the  exclusive  right  to  their  respective 
writings  and  discoveries. 

REVISED   STATUTES. 

Sec.  4952.  The  author,  inventor,  designer,  or  proprietor  of  any 
book,  map,  chart,  dramatic  or  musical  composition,  engraving,  cut, 
print,  or  photograph  or  negative  thereof,  or  of  a  painting,  drawing, 
chromo,  statue,  statuary,  and  of  models  or  designs  intended  to  be  per- 
fected as  works  of  the  fine  arts,  and  the  executors,  administrators,  or 
assigns  of  any  such  persons  shall,  upon  complying  with  the  provisions 
of  this  chapter,  have  the  sole  liberty  of  printing,  reprinting,  publish- 
ing, completing,  copying,  executing,  finishing,  and  vending  the  same; 
and,  in  the  case  of  a  dramatic  composition,  of  publicly  performing  or 
representing  it,  or  causing  it  to  be  perfomied  or  represented  by  others. 
And  authors  or  their  assigns  shall  have  exclusive  right  to  dramatize 
or  translate  any  of  their  works,  for  which  copyright  shall  have  been 
obtained  under  the  laws  of  the  United  States. 

Sec.  4953.  Copyrights  shall  be  granted  for  the  term  of  twenty- 
eight  years  from  the  time  of  recording  the  title  thereof,  in  the  manner 
hereinafter  directed. 

Sec.  4954.  The  author,  inveYitor,  or  designer,  if  he  be  still  living, 
or  his  w4dow  or  children,  if  he  be  dead,  shall  have  the  same  exclusive 
right  continued  for  the  further  term  of  fourteen  years,  upon  record- 
ing the  title  of  the  work  or  description  of  the  article  so  secured  a 
second  time,  and  complying  with  all  other  regulations  in  regard  to 
original  copyrights,  within  six  months  before  the  expiration  of  the 
first  term.  And  such  persons  shall,  within  two  months  from  the  date 
of  said  renewal,  cause  a  copy  of  the  record  thereof  to  be  published  in 
one  or  more  newspapers,  printed  in  the  United  States,  for  the  space 
of  four  weeks. 

STATUTE   RELATING  TO   REGISTRATION   OF   PRINTS   AND   LABELS. 

Sections  3,  4,  and  5  of  the  act  of  Congress  relating  to  patents,  trade- 
marks, and  copyrights,  approved  June  18,  1874  (18  Stat.  L.,  p.  78), 
are  as  follows: 

Sec.  3.  That  in  the  construction  of  this  act  the  words  "  engraving, 
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cut,  and  print '^  shall  be  applied  only  to  pictorial  illustrations  or 
works  connected  with  the  fine  arts,  and  no  prints  or  labels  designed 
to  be  used  for  any  other  articles  of  manufacture  shall  be  entered 
under  the  copyright  law,  but  may  be  registered  in  the  Patent  Office. 
And  the  Commissioner  of  Patents  is  hereby  charged  with  the  super- 
vision and  control  of  the  entry  or  registry  of  such  prints  or  labels,  in 
conformity  with  the  regulations  provided  by  law  as  to  copvright  of 
prints,  except  that  there  shall  be  paid  for  recording  the  title  of  any 
print  or  label,  not  a  trade-mark,  six  dollars,  which  shall  cover  the 
expense  of  furnishing  a  copy  of  the  record,  under  the  seal  of  the 
Commissioner  of  Patents,  to  the  party  entering  the  same. 

Sec.  4.  That  all  laws  and  parts  of  laws  inconsistent  with  the  fore- 
going provisions  be,  and  the  same  are  hereby,  repealed. 

Sec.  5.  That  this  act  shall  take  effect  on  and  after  the  first  day  of 
August,  eighteen  hundred  and  seventy-four. 


BTTLES  OOVEENINO  THE  BEOISTBATION  OF  PRINTS  AKD  LABELS 

IN  THE  PATENT  OFFICE. 

United  States  Patent  Office^ 
Wdshington^  D.  O.,  July  /,  1902. 

The  following  rules,  designed  to  be  in  strict  accordance  with  the 

{)ro visions  of  the  copyright  law,  for  the  registration  of  prints  and 
abels,  are  published  iov  gratuitous  distribution. 

Applicants  for  registration  and  their  attorneys  are  advised  that 
their  business  will  be  facilitated  by  the  observance  of  the  forms  on 

pages . 

F.  I.  Allen, 
Commissioner  of  Patents. 

CORRESPONDENCE. 

1.  All  business  with  the  Office  should  be  transacted  in  writing. 
Unless  by  the  consent  of  all  parties,  the  action  of  the  Office  will  be 
based  exclusively  on  the  written  record.  No  attention  will  be  paid  to 
any  alleged  oral  promise,  sti[)ulation,  or  understanding  in  relation  to 
which  there  is  disagreement  or  doubt. 

2.  Applicants  and  attorneys  will  be  required  to  conduct  their  busi- 
ness with  the  Office  with  decorum  and  courtesy.  Papers  presented  in 
violation  of  this  requii'ement  will  be  returned.  But  all  such  papers 
will  first  be  submitted  to  the  Commissioner,  and  only  returned  oy  his 
direct  order. 

3.  All  letters  should  l)e  addressed  to  "  The  Commissioner  of  Pat- 
ents," and  all  remittances  by  postal  order,  check,  or  draft  should  be 
to  his  order. 

4.  A  separate  letter  should  in  every  case  be  written  in  relation  to 
each  distinct  subject  of  inquiry  or  applicati(m.  Complaints  against 
the  examiner,  assi<T:nnients  for  record,  fee.s,  and  orders  for  copies  or 
abstracts  must  be  sent  to  the  Office  in  separate  lettei*s. 

.").  Letters  relating  to  pending  a])plications  should  refer  to  the 
name  of  the  applicant  and  date  of  filing.     Letters  relating  to  regis- 
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tered  prints  and  labels  should  refer  to  the  name  of  registrant  and 
number  and  date  of  certificate. 

6.  The  personal  attendance  of  applicants  at  the  Patent  Office  is 
unnecessary.    Their  business  can  be  transacted  by  correspondence. 

7.  When  an  attorney  shall  have  filed  his  power  of  attorney,  duly 
executed,  the  correspondence  will  be  held  with  him. 

8.  A  double  correspondence  with  an  applicant  and  his  attorney,  or 
with  two  attorneys,  can  not  generally  be  allowed. 

9.  The  Office  can  not  undertake  to  respond  to  inquiries  propounded 
with  a  view  to  ascertain  whether  certain  prints  and  labels  have  been 
registered,  or  if  so,  to  whom,  or  for  what  goods;  nor  can  it  give 
advice  as  to  the  nature  and  extent  of  the  protection  afforded  by  the 
law,  or  act  as  its  expounder,  except  as  questions  may  arise  upon 
applications  regularly  filed. 

10.  Express  charges,  freight,  postage,  and  all  other  charges  on 
matter  sent  to  the  Patent  Office  must  be  prepaid  in  full,  otherwise 
it  will  not  be  received. 

ATTOKNETS. 

11.  An  applicant  may  prosecute  his  own  case,  but  he  is  advised, 
unless  familiar  with  such  matters,  to  employ  a  competent  attorney. 
The  Office  can  not  aid  in  the  selection  of  any  attorney.  An  applicant 
may  be  represented  by  any  person  who  is  registered  under  the  pro- 
visions of  Rule  17  of  the  Rules  of  Practice  of  the  Patent  Office  to 
prosecute  applications  for  patents. 

12.  Before  any  attorney,  original  or  associate,  will  be  allowed  to 
inspect  papers  or  take  action  or  any  kind,  his  power  of  attorney  must 
be  filed.  But  general  powers  given  by  a  principal  to  an  associate  can 
not  be  considered.  In  each  application  the  written  authorization 
must  be  filed.  A  power  of  attorney  purporting  to  h^ve  been  given 
to  a  firm  or  copartnership  will  not  be  recognized,  either  in  favor  of 
the  firm  or  of  any  of  its  members,  unless  all  its  members  shall  be 
named  in  such  power  of  attorney. 

13.  Substitution  or  association  can  be  made  by  an  attorney  upon 
the  written  authorization  of  his  principal;  but  such  authorization 
will  not  empower  the  second  attorney  to  appoint  a  third. 

14.  Powers  of  attorney  may  be  revoked  at  any  stage  in  the  pro- 
ceedings of  a  case  upon  application  to  and  approval  by  the  Commis- 
sioner; and  when  so  revoked  the  Office  will  communicate  directly 
with  the  applicant,  or  such  other  attorney  as  he  may  appoint.  An 
attorney  will  be  promptly  notified  by  the  docket  clerk  oi  the  revoca- 
tion of  his  power  of  attorney. 

15.  For  gross  misconduct  the  Commissioner  may  refuse  to  recog- 
nize any  person  as  an  attorney,  either  generally  or  in  any  particular 
case;  but  the  reasons  for  such  refusal  will  be  duly  recorded  and  be 
subject  to  the  approval  of  the  Secretary  of  the  Interior. 

WHO  MAT  REGISTER  A  PRINT  OR  LABEL. 

16.  The  author  of  any  print  or  label,  who  is  a  citizen  or  resident  of 
the  United  States,  or  who  is  a  subject  or  citizen  of  anv  country  to 
whose  subjects  or  citizens  the  TJnited  States  has  extendecJ  the  benefits 
of  copyright,  is  privileged  to  obtain  registration  in  the  United  States. 
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Any  person  to  whom  an  author  who  has  the  privilege  of  copyright 
in  the  United  States  has  transferred  his  copyright  can  apply  for  and 
obtain  a  copyright  entry  as  a  proprietor. 

17.  By  the  act  of  March  3, 1891,  which  went  into  effect  on  July  1  of 
the  same  year,  the  United  States  Congress,  by  amendment  of  the 
then  existing  copyright  law,  removed  the  limitation  of  the  privilege 
of  copyright  to  citizens  of  the  United  States  and  made  it  possible  for 
foreign  authors  to  obtain  copyright  in  the  United  States  upon  the 
same  terms  as  native  authors.  The  last  section  of  this  statute  limits 
its  application  as  follows : 

That  this  act  shaH  only  apply  to  a  citizen  or  subject  of  a  foreign  state  or 
nation  when  such  foreign  state  or  nation  |)ennits  to  citizens  of  the  United  States 
of  America  the  benefit  of  copyright  on  substantially  the  same  basis  as  (to)  its 
own  citizens,  and  when  such  foreign  state  or  nation  is  a  party  to  an  international 
agreement  which  provides  for  reciprocity  in  the  granting  of  copyright,  by  the 
terms  of  which  agreement  the  United  States  of  America  may  at  its  pleasure 
become  a  party  to  such  agreement.  The  existence  of  either  of  the  conditJons 
aforesaid  shall  be  determined  by  the  President  of  the  United  States  by  procla- 
mation made  from  time  to  time  as  the  purposes  of  this  act  may  require. 

Under  the  operation  of  this  provision  the  privileges  of  copyright 
in  the  United  States  have  been  extended  by  ^Presidential  proclama- 
tions to  the  authors  of  Belgium,  Chile,  Costa  Rica,  Denmark,  France, 
Germany,  Great  Britain  and  her  possessions  (Australia,  Canada, 
India,  etc.),  Italy,  Mexico,  Netherlands  (Holland)  and  possessions, 
Portugal,  Spain,  and  Switzerland. 

The  authors  of  the  countries  named,  therefore,  and  their  assigns, 
as  copyriffht  proprietors,  can  obtain  copyright  protection  for  their 
prints  and  labels  in  the  United  States  upon  the  same  conditions  as 
American  authors. 

Under  the  authority  of  the  opinions  of  the  Attorney-General 
dated  December  2,  1898,  and  February  19,  1902,  residents  of  Cuba, 
Hawaii,  and  Porto  Rico  are  entitled  to  the  benefits  of  the  copyright 
laws  relating  to  the  registration  of  prints  and  labels. 

THE    APPLICATION. 

18.  To  entitle  the  author  or  proprietor  of  any  such  print  or  label  to 
register  the  same  in  the  Patent  Omce,  the  application  for  ivgistration 
thereof  must  be  made  to  the  Commissioner  of  Patents,  and  the  said 
application  should  be  signed  by  the  author  or  proprietor,  or  for  the 
author  or  proprietor  by  a  duly  authorized  agent. 

19.  A  complete  application  comprises — 

(a)  A  statement  addressed  to  the  Commissioner  of  Patents,  disclos- 
ing applicant's  name,  nationality,  and  place  of  doing  business: 
whether  author  or  proprietor,  and  if  proprietor,  a  disclosure  of  the 
nationality  of  the  author;  the  title  of  the  print  or  label,  j^nd  the  name 
of  the  article  of  manufacture  for  which  the  print  or  label  is  to  be  used. 

(h)  Ten  copies  of  the  print  or  label,  one  of  which,  when  the  print 
or  label  is  registered,  shall  be  (certified  under  the  seal  of  the  Commis- 
sioner of  Patents  and  returned  to  the  author  or  proprietor. 

(c)  A  statement  of  its  nonpublication  prior  to  date  of  filing. 

(d)  A  fee  of  $G. 

20.  The  title  of  the  print  or  label  must  appear  on  the  copies  filed. 

21.  The  (lej)()sit  of  the  10  copies  required  should  be  made  before  the 
publication  of  the  print  or  label,  the  law  providing  that  no  person 
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siiall  be  entitled  to  a  copyright  unless  he  shall  also,  not  later  than  the 
date  of  publication  thereof,  in  this  or  any  foreign  country,  deliver  the 
required  copies  of  the  print  or  label  in  the  office  of  registry. 

22.  Pending  applications  are  preserved  in  secrecy,  and  no  infor- 
mation will  be  given  without  authority  of  the  applicant  respecting 
the  filing  of  an  application  for  the  registration  of  a  print  or  label  by 
any  person,  or  the  subject-matter  thereof,  unless  it  shall,  in  the 
opinion  of  the  G)mmissioner,  be  necessary  to  the  proper  conduct  of 
business  before  the  Office. 

EXAMINATION  OF  APFUOATIONS. 

23.  The  so-called  print  and  label  section  of  the  copyright  statute, 
approved  June  18,  1874,  is  construed  to  provide  for  the  registration 
oi  any  print  or  label  without  examination  as  to  its  novelty. 

24.  All  applications  for  registration  are  considered  in  the  first 
instance  by  the  examiner.  Whenever  on  examination  of  an  applica- 
tion registration  is  refused  for  any  reason  whatever  the  applicant 
will  be  notified  thereof.  The  reasons  for  such  rejection  will  be  stated, 
and  such  information  will  be  given  as  mav  be  useful  in  aiding 
the  applicant  to  judge  of  the  propriety  of  farther  prosecuting  his 
application. 

25.  The  examination  of  an  application  and  the  action  thereon  will 
be  directed  throughout  to  the  merits,  but  in  each  letter  the  examiner 
sha^  state  or  refer  to  all  his  objections. 

AMENDMENTS* 

26.  The  application  may  be  amended  to  correct  informalities  or  to 
avoid  objections  made  by  the  Office,  or  for  other  reasons  arising  in  the 
course  ol  examination,  and  if  the  copies  of  the  prints  or  labels  fur- 
nished are  for  any  reason  not  registrable  under  the  copyright  law,  the 
applicant  may  substitute  copies  which  conform  to  the  requirements 
of  said  law. 

27.  In  every  amendment  the  exact  word  or  words  to  be  stricken  out 
or  inserted  must  be  specified,  and  the  precise  point  indicated  where 
the  erasure  or  insertion  is  to  be  made.  All  such  amendments  must  be 
on  sheets  of  paper  separate  from  the  papers  previously  filed,  and 
written  on  but  one  side  of  the  paper. 

28.  After  allowance,  the  examiner  will  exercise  jurisdiction  over  an 
application  only  by  special  authoritv  from  the  Commissioner. 

Amendments  may  be  made  after  the  allowance  of  an  application  on 
the  recommendation  of  the  examiner,  approved  by  the  Commissioner, 
without  withdrawing  the  case  from  issue. 

29.  After  the  completion  of  the  application,  the  Office  will  not 
return  the  papers  for  any  purpose  whatever.  If  the  applicant  has 
not  preserved  copies  of  the  papers  which  he  wishes  to  amend,  the 
Office  will  furidsn  them  on  the  usual  terms.     (See  Rule  42.) 

SUBJECT-MATTER    OP    APPLICATION. 

80.  The  word  "  print,"  as  used  in  section  3  of  the  copyright  act,  so 
far  as  it  related  to  registration  in  the  Patent  Office,  is  defined  as  an 
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artistic  and  intellectual  production  designed  to  l^  used  for  an  article 
of  manufacture,  and  in  some  fashion  pertaining  thereto  but  not  borne 
by  it ;  such,  for  instance,  as  an  advertisement  thereof. 

31.  The  word  '^  label,''  as  used  in  this  act,  so  far  as  it  relates  to 
registration  in  the  Patent  Office,  is  defined  as  an  artistic  and  intel- 
lectual production  impressed  or  stamped  directly  upon  the  article  of 
manufacture,  or  upon  a  slip  or  piece  of  paper  or  other  material,  to  be 
attached  in  any  manner  to  manufactured  articles,  or  to  bottles^  boxes, 
and  packages  containing  them,  to  indicate  the  article  of  manufacture. 

32.  No  print  or  label  can  be  registered  unless  it  properly  belongs  to 
an  article  of  manufacture,  and  is  descriptive  thereof,  and  is  as  above 
defined,  and  unless  the  application  is  filed  before  publication  thereof. 

APPEALS. 

83.  An  adverse  decision  by  the  examiner  who  has  charge  of  the 
re^stration  of  prints  and  lal^els,  upon  an  applicant's  right  to  have  a 
print  or  label  registered,  will  be  reviewed  by  the  Commissioner  in 
person,  on  appeal^  without  fee. 

ISSUE,  DATE,  AND  DURATION  OF  CERTIFICATB. 

34.  When  the  requirements  of  the  law  and  of  the  niles  have  been 
complied  with^  and  the  office  has  adjudged  a  print  or  label  registrable, 
a  certificate  will  be  issued  by  the  Commissioner  under  his  seal,  to  the 
effect  that  the  applicant  has  complied  with  the  law,  and  that  he  is 
entitled  to  the  protection  of  his  print  or  label  in  such  case  made  and 

Erovided.    Attached  to  the  certificate  will  be  a  copy  of  the  print  or 
ibel. 

35.  The  weekly  issue  closes  on  Thursday,  and  the  certificates  of 
registration  of  that  issue  bear  date  as  of  the  third  Tuesday  thereafter. 

36.  A  certificate  of  registry  shall  remain  in  force  for  twenty-eight 
years  from  its  date. 

37.  The  certificate  mav  be  continued  for  a  further  term  of  fourteen 
years  upon  filing  a  second  application  within  six  months  l>efore  the 
expiration  of  the  term  of  the  original  certificate  and  complying  with 
all  other  regulations  with  regard  to  original  applications.  \\'ithiu 
two  months  from  the  date  of  said  renewal  the  applicant  must  cause  a 
copy  of  the  record  thereof  to  be  published  for  four  weeks  in  one  or 
more  newspapers  printed  in  the  Lnited  States. 


ASSIGNMENTS. 


38.  Prints  and  labels  are  assignable  in  law  by  an  instrument  in 
writing.  This  should  state  the  names  of  the  assignee  and  assignor, 
the  title  of  the  print  or  label  assigned ;  the  date  of  filing  the  applica- 
don,  or.  if  registered,  the  date  and  number  of  the  certificate,  a  state- 
ment or  a  "  valuable  consideration,"  and  should  be  dated  and  signed. 

Every  assignment  must  be  recorded  in  the  Patent  Office  within  sixty 
days  after  its  execution,  in  default  of  which  it  shall  be  void  as  against 
any  subsequent  purchaser  or  mortgagee,  for  a  valuable  consideration, 
without  notice. 
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COPIES  AND  FUBUCATIONB. 

39.  After  a  print  or  label  has  been  registered,  copies  thereof  can  be 
furnished,  when  authorized  by  the  Commissioner,  upon  the  payment 
of  the  fee. 

40.  An  order  for  a  copy  of  an  assignment  must  give  the  liber  and 
page  of  the  record^  as  well  as  the  name  of  the  proprietor;  otherwise 
an  extra  charge  will  be  made  for  the  time  consumed  in  making  the 
search  for  such  assignment. 

41.  The  Official  (Gazette  of  the  Patent  Office  will  contain  a  list  of. 
all  the  prints  and  labels  registered,  with  the  name  and  address  of  the 
registrant  in  each  case,  the  title  of  the  print  or  label,  and  a  statement 
of  the  particular  goods  to  which  it  is  to  be  applied,  together  with  the 
date  of  filing  the  application. 

FEES. 

42.  On  flllnjT  an  application  for  registration  of  a  print  or  label $6. 00 

For  manuscTipt  copies  for  every  100  words  or  fraction  thereof ,  10 

For  recording  every  assignment,  agreement,  power  of  attorney,  or  other 

paper  of  300  words  or  less 1.00 

For  recording  every  assignment,  agreement,  power  of  attorney,  or  other 

paper  of  more  than  300  words  and  less  than  1,000  words 2.00 

For  recording  every  assignment,  agreement,  power  of  attorney,  or  other 

paper  of  more  than  1,000  words 3.00 

Fot  abstracts  of  title: 

For  the  certificate  of  search 1.00 

For  each  brief  from  the  dige>'ts  of  assignments .20 

For  assistance  to  attorneys  and  others  in  the  examination  of  records,  one 

hour  or  less .60 

Each  additional  hour  or  fraction  thereof .50 

For  single  printed  copy,  when  authorized  by  the  CJommissioner .05 

If  certified,  for  the  grant .50 

For  the  certificate .25 

43.  The  fee  for  registration  of  a  print  or  label  is  to  be  paid  to  the 
Commissioner  of  Patents,  or  to  the  Treasurer  or  any  of  the  assistant 
treasurers  of  the  United  States,  or  to  any  of  the  depositaries,  national 
banks,  or  receivers  of  public  money  designated  by  the  Secretary  of 
the  Treasury  for  that  purpose,  who  shall  give  the  depositor  a  receipt 
or  certificate  of  deposit  therefor,  which  shall  be  transmitted  to  the 
Patent  Office.  When  this  can  not  be  done  without  inconvenience,  the 
money  may  be  remitted  by  mail,  and  in  every  such  case  the  letter 
should  state  the  exact  amount  inclosed.  All  money  orders  and  checks 
should  be  made  payable  to  the  "  Commissioner  of  Patents." 

44.  All  money  sent  by  mail,  either  to  or  from  the  Patent  Office,  will 
be  at  the  risk  of  the  sender.  All  payments  to  the  Office  must  be  made 
in  specie.  Treasury  notes,  national-bank  notes,  certified  diecks,  or 
money  orders. 

REPAYMENT  OF   MONET. 

45.  Upon  refusal  of  the  Commissioner  to  register  the  print  or  label, 
and  on  application  by  the  applicant,  or  his  duly  authorized  agent,  the 
fee  may  be  returned. 

NOTICE   OF   CX)PYRIGHT. 

46.  It  is  necessary,  in  order  to  maintain  an  action  for  infringement 
of  a  copyright,  that  the  claim  of  copyright  be  printed  on  each  copy 
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of  the  article  protected.  The  wording  of  the  notice  is  determined  by 
the  copyright  statute,  section  49G2,  and  should  be  as  follows:  Copy- 
right, 19--,  by  (inserting  full  name  of  author  or  proprietor). 


POBKS  OP   APPLICATION   POB   BEOISTBATION   OP   PBINT8. 

(1)  For  an  individuak 

To  the  Commissioner  of  Patents: 

.    The  underslgnetl,  A.  B.,  a  citizen  (or  subject,  as  the  case  may  be)  of  the 

,  residing  at , ,  and  doing  business  at  No. 

street,  in  said  city,  hereby  applies  as  author  (or  proprietor,  as  tlie  case  may  be) 
(if  the  application  is  made  by  the  proprietor,  the  hationality  of  (lie  author 
from  whom  title  is  derived  should  be  stated)  for  registration  of  the  print 
shown  in  tlie  accompanying  copies,  ten  of  which  are  furnished. 

The  print  has  not  been  published;   its  title  is ,  and  it  is  used  for  adver- 
tising purposes  for 

A.  B.,  Author  or  Proprietor. 

Dated  this day  of ,  190— 

(2)  For  a  firm. 

To  the  Commissioner  of  Patents: 

The  undersigned,  C.  D.  &  Co.,  a  firm  domir'ile<l  in  the  city  of ,  county 

of ,  State  of ,  and  doing  business  at  No. street, 

in  said  city,  and  composed  of  the  following  members ,  citizens  of 

(or  subjects,  as  the  case  may  be)   ,  hereby  apply  as  author   (or 

proprietor,  as  the  case  may  be)  (if  the  application  is  made  l)y  the  proprietor, 
the  nationality  of  the  author  from  whom  title  Is  derived  sliould  be  stated)  for 
registration  of  the  print  shown  in  the  accompanying  copies,  ten  of  which  are 
furnished. 

The  print  has  not  been  published ;  its  title  is ,  and  it  is  used  for  adver- 
tising purposes  for 

C.  D.  &  Co.. 

Author  or  Proprietor^ 
By  C.  D.,  a  mcinhcr  of  the  firm. 
Dated  this day  of ,  190_, 

(5)   For  a  corporation. 

To  the  Commissioner  of  Patents: 

The  applicant.  The  E.  &  V.  Comi)any,  a  corporation  duly  cronted  by  authority 

of  tho  laws  of  the  State  of (or  other  autliority,  as  the  case  may  be), 

located  in  the  city  of ,  county  of .  in  said  State,  and  doing  business 

at   No.   street,   in   said   city.   berel)y   ap])lios   as   proprietor    (the 

nationality  of  tho  author  from  whom  title  is  derived  should  be  stated)  for 
registration  of  the  print  sliown  in  the  accompanying  copies,  ten  of  which  are 
furnislKHl. 

Tlie  print  has  not  been  published;   its  title  is ,  and  it  is  used  for  adver- 
tising purposes  for 

Thk  E.  &  F.  Company. 
By  G.  H.,  the  President  (or  other  officer). 

Dated  this day  of _,  190— 


PORMS  OP  APPLICATION  POR  REGISTRATION  OP  LABELS. 

(i)  For  a/n  individual. 

To  the  Commifisio7irr  of  Pntcfits: 

The  undorsigiuMi,  A.  B.,  a  citizen   (or  sul).1ect,  as  the  case  may  be)   of  the 
,    re^^idiug   at   ,    ,    and    doin^j    business   at    No.    
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street,  in  said  city,  hereby  applies  as  autlior  (or  proprietor,  as  the 

case  may  be)  (if  the  application  is  made  by  the  proprietor,  the  nationality  of  the 
author  from  wliom  title  is  derived  should  be  stated)  for  registration  of  the  label 
shown  in  the  acoonii)anying  copies,  ten  of  which  are  furnished. 

The  lal)el  has  not  been  published;    its  title  is ,  and  it  is  to  be  used 

on 

A.  B.,  Author  or  Proprietor. 

Dated  this day  of ,  190— 

{2)  For  a  firm. 

To  the  Cowmissioiter  of  Patentn: 

The  undersigned,  C.  D.  &  Co..  a  firm  domiciled  in  the  city  of ,  county 

of ,  State  of ,  and  doing  business  at  No. street, 

in  said  city,  and  composed  of  the  following  members,  _« ,  citizens  of 

(or  subjects,  as  the  case  may  be)   ,  hereby  apply,  as  author  (or 

proprietor,  as  the  case  may  be),  (if  the  application  is  made  by  the  propriet(»r,  the 
naticmality  of  the  author  from  wliom  title  is  derived  should  be  stated),  for 
registration  of  the  label  shown  in  the  accompanying  copies,  ten  of  which  are 
furnished. 

The  label  has  not  been  published ;    its  title  is ,  and  it  is  to  be  used 

on 

C.  D.  &  Co., 
Author  or  Proprietor. 
By  C.  D., 

A  member  of  the  firm. 
Dated  this day  of .  190-_ 

(5)  For  a  corporation^ 

To  the  CornmiMttioner  of  Patents: 

The  applicant,  The  E.  &  F.  Company,  a  corporation  duly  created  by  au- 
thority of  the  laws  of  the  State  of (or  other  authority,  as  the  case  may 

be),  located  in  tlie  city  of ,  county  of ,  in  said  State,  and  doing 

business  at  No. street,  in  said  city,  hereby  applies  as  proprietor 

(the  nationality  of  the  author  from  whom  title  is  derived  should  he  stated)  for 
registration  of  the  label  shown  in  the  accompanying  copies,  ten  of  which  are 
furnishe<l. 

The  label  has  not  been  published;    its  title  is ,  and  it  is  to  be  used 

on 

The  E.  &  F.  Company. 
ByG.  H.. 
Ths  President  (or  other  officer). 
Dated  this day  of ,  190— 


RULES  OF  PRACTICE  IN  THE  UNITED  STATES  PATENT  OFFICE. 

JISY18ED  FEBBVABT  t8,  1906.a 


The  following  rules  of  practice,  duly  adopted  and  approved  bv  the 
Secretary  of  the  Interior,  desifipned  to  be  in  strict  accordance  with  the 
Revised  Statutes  relating  to  tne  grant  of  patents  for  inventions,  are 
published  for  ^atuitous  distribution.  Marginal  references  to  corre- 
sponding provisions  of  the  Revised  Statutes  are  given  for  the  con- 
venience of  the  public  and  of  the  office. 

The  observance  of  the  appended  forms,  in  all  cases  to  which  they 
may  be  applicable,  is  recommended  to  inventors  and  attorneys. 

Frintea  copies  of  the  Revised  Statutes  relating  to  the  grant  of 
patents  may  be  obtained  on  application  to  the  Commissioner. 

Frederick  I.  Allen, 
Commissioner  of  Patents. 

CORRESPONDENCE. 

1.  All  business  with  the  Office -should  be  transacted  in  writing. 
Unless  by  the  consent  of  all  parties,  the  action  of  the  Office  will  l)e 
based  exclusively  on  the  written  record.  No  attention  will  be  paid 
to  any  alleged  oral  promise,  stipulation,  or  understanding  in  relation 
to  which  there  is  a  disagreement  or  doubt. 

2.  All  Office  letters  must  be  sent  in  the  name  of  the  "  Commissioner 
of  Patents."  All  letters  and  other  communications  intended  for  the 
office  must  be  addressed  to  him;  if  addrassed  to  any  of  the  other 
officers  tliev  will  ordinarilv  be  returned. 

3.  Express  charges,  freight,  postage,  and  all  other  charges  on  mat- 
ter sent  to  the  Patent  Office  must  be  prepaid  in  full ;  otherwise  it  will 
not  be  received. 

4.  The  personal  attendance  of  applicants  at  the  Patent  Office  is 
unnecessary.     Their  business  can  be  transacted  by  correspondence. 

5.  The  assignee  of  the  entire  interest  of  an  invention  is  entitled  to 
hold  correspondence  with  the  Office  to  the  exclusion  of  the  inventor. 
(See  Rule  20.)  • 

6.  When  there  has  been  an  assignment  of  an  undivided  part  of  an 
invention,  amendments  and  other  actions  requiring  the  si^ature  of 
the  inventor  must  also  receive  the  written  assent  of  the  assignee;  bjat 
official  letters  will  only  be  sent  to  the  post-office  address  of  the  in- 
ventor, unless  he  shall  otherwise  direct. 

7.  When  an  attorney  shall  have  filed  his  power  of  attorney,  duly 
executed,  the  correspondence  will  be  held  witn  him. 

a  Third  reprint  October  15,  1900. 
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8.  A  double  correspondence  with  the  inventor  and  pn  assignee,  or 
with  a  principal  and  his  attorney,  or  with  two  attorneys,  can  not 
generally  be  allowed. 

9.  A  separate  letter  should  in  every  case  be  written  in  relation  to 
each  distinct  subject  of  inquiry  or  application.  Assignments  for 
record,  final  fees,  and  orders  for  copies  or  abstracts  must  be  sent  to 
the  Office  in  separate  letters. 

Papers  sent  m  violation  of  this  rule  will  be  returned. 

10.  When  a  letter  concerns  an  application,  it  should  state  the  name 
of  the  applicant,  the  title  of  the  invention,  the  serial  number  of  the 
application  (see  Rule  31),  and  the  date  of  filing  the  same.  (See 
Rule  32j 

11.  When  the  letter  concerns  a  patent  it  should  state  the  name  of 
the  patentee,  the  title  of  the  invention,  and  the  number  and  date  of 
the  patent. 

12.  No  attention  will  be  paid  to  unverified  ex  parte  statements  or 
protests  of  persons  concerning  pending  applications  to  which  they 
are  not  parties,  unless  information  of  the  pendency  of  such  applica- 
tions shall  have  been  voluntarily  communicated  by  wie  applicants. 

13.  Letters  received  at  the  Office  will  be  answered,  and  orders  for 
printed  copies  filled,  without  unnecessary  delay.  Telegrams,  if  not 
received  before  3  o'clock  p.  m.,  can  not  ordinanly  be  answered  until 
the  following  day. 

INFORMATION  TO  CORRESPONDENTS. 

14.  The  Office  can  not  respond  to  inquiries  as  to  the  novelty  of  an 
alleged  invention  in  advance  of  the  filing  of  an  application  for  a 
patent,  nor  to  inquiries  propounded  with  a  view  to  ascertaining 
whether  any  alleged  improvements  have  been  patented,  and,  if  so,  to 
whom;  nor  can  it  act  as  an  expounder  of  tne  patent  law,  nor  as 
counselor  for  individuals,  except  as  to  questions  arising  within  the 
office. 

Of  the  propriety  of  making  an  application  for  a  patent,  the  in- 
ventor must  ]ud^  for  himself.  The  Office  is  open  to  him,  and  its 
records  and  models  pertaining  to  all  patents  granted  may  be  in- 
spected either  by  himself  or  by  any  attorney  or  expert  he  may  call 
to  his  aid,  and  its  reports  are  widely  distributed.  (See  Rule  209.) 
Further  than  this  the  Office  can  render  him  no  assistance  until  his 
case  comes  regularly  before  it  in  the  manner  prescribed  by  law.  A 
copy  of  the  rules,  with  this  section  marked,  sent  to  the  individual 
making  an  inquiry  of  the  character  referred  to,  is  intended  as  a 
respectful  answer  by  the  Office. 

Examiners'  digests  arc  not  open  to  public  inspection. 

15.  Caveats  and  pending  applications  are  preserved  in  secrecy. 
No  information  will  be  given,  without  authority,  respecting  the  filing 
by  any  particular  person  of  a  caveat  or  of  an  application  for  a  patent 
or  for  the  reissue  of  a  patent,  the.  pendency  oi  any  particular  case 
before  the  Office,  or  the  subject-matter  of  any  particular  application, 
unless  it  shall  be  necessary  to  the  proper  conauct  of  business  before 
the  Office,  as  provided  by  Kules  97, 103,  and  108. 

16.  After  a  patent  has  issued,  the  model,  specification,  drawings, 
and  all  documents  relating  to  the  case  are  subject  to  general  inspec- 
tion, and  copies,  except  oi  the  model,  will  be  furnished  at  the  rates 
apeofied  in  Rule  203. 
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ATTORNEYS. 

17.  An  applicant  or  an  assi^ee  of  the  entire  interest  may  prose- 
cute his  own  case,  but  he  is  advised,  unless  familiar  with  such  mat- 
ters, to  employ  a  competent  attorney,  as  the  value  of  patents  depends 
largely  upon  the  skillful  preparation  of  the  specification  and  claims. 
The  omce  can  not  aid  in  the  selection  of  an  attorney. 

A  register  of  attorneys  will  be  kept  in  this  office,  on  which  will  be 
entered  the  names  of  all  persons  entitled  to  represent  applicants  be- 
fore the  Patent  Office  in  the  presentation  and  prosecution  of  appli- 
cations for  patent.  The  names  of  persons  in  the  following  classes 
will,  upon  their  written  request,  be  entered  upon  this  register. 

(a)  Any  attorney  at  law  who  is  in  good  standing  in  any  court  of 
record  in  the  United  States  or  any  of  the  States  or  Territories 
thereof  and  shall  furnish  a  certificate  of  the  clerk  of  such  United 
States,  State,  or  Territorial  court,  duly  authenticated  under  the  seal 
of  the  court,  that  he  is  an  attorney  in  good  standing. 

(6)  Any  person  who  has  been  regularly  recognized  as  an  attorney 
or  agent  to  represent  claimants  before  the  Department  of  the  Interior 
or  any  bureau  thereof  and  is  in  good  standing,  provided  that  such 
person  shall  furnish  a  statement  or  the  date  of  his  admission  to  prac- 
tice as  such  attorney  or  agent,  and  shall  further  show,  if  required  by 
the  Commissioner,  that  he  is  possessed  of  the  necessary  qualifications 
to  render  applicants  for  patents  valuable  service  and  is  otherwise 
competent  to  advise  and  assist  them  in  the  presentation  and  prosecu- 
tion of  their  applications  before  the  Patent  Office. 

(c)  Any  person  not  an  attorney  at  law  who  shall  file  a  certificate 
from  a  judge  of  a  United  States,  State,  or  Territorial  court,  duly 
authenticated  under  the  seal  of  the  court,  that  such  person  is  of 
good  moral  character  and  of  good  repute  and  possessed  of  the  nec- 
essary qualifications  to  enable  him  to  render  applicants  for  patents 
valuable  service,  and  is  otherwise  competent  to  advise  ana  assist 
them  in  the  presentation  and  prosecution  of  their  applications  before 
the  Patent  Office. 

(d)  Any  firm  not  entitled  to  registration  under  the  preceding 
sections  which  shall  show  that  the  individuals  composing  the  firm 
are  each  and  all  recognized  as  patent  attorneys  or  agents  or  are  each 
and  all  entitled  to  be  so  recognized  under  the  preceding  sections  of 
this  rule. 

The  Commissioner  may  demand  additional  proof  of  qualifications 
and  reserve  the  right  to  decline  to  recognize  any  attorney,  agent,  or 
other  person  applying  for  roiristration  under  this  rule. 

Any  person  or  firm  not  registered  and  not  entitled  to  be  recognized 
under  this  rule  as  an  attorney  or  agent  to  represent  applicants  gen- 
erally may,  upon  a  showing  of  circumstances  which  render  it  neces- 
sary^ or  justifiable,  be  recognized  by  the  Commissioner  to  prosecute  as 
attorney  or  agent  certain  specified  application  or  applications,  but 
this  limited  recognition  shall  not  extend  further  than  tne  application 
or  applications  named. 

No  person  not  registered  as  above  provided  will  be  permitted  to 
prosecute  applications  before  the  Patent  Office. 

18.  Before  anv  attorney,  original  or  associate,  will  be  allowed  to 
inspect  papei*s  or  take  action  of  any  kind,  his  power  of  attorney 
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must  be  filed.  But  general  powers  given  by  a  principal  to  an  asso- 
ciate can  not  be  considered.  In  each  application  the  written  authori- 
zation must  be  filed.  A  power  of  attorney  purporting  to  have  been 
ffiven  to  a  firm  or  copartnership  will  not  be  recognized,  either  in 
favor  of  the  firm  or  of  any  of  its  members,  unless  all  ite  members 
shall  be  named  in  such  power  of  attorney. 

19.  Substitution  or  ^association  can  be  made  by  an  attorney  upon 
the  written  authorization  of  his  principal;  but  such  authorization 
will  not  empower  the  second  agent  to  appoint  a  third. 

20.  Powers  of  attorney  may  be  revoked  at  any  stage  in  the  pro- 
ceedings of  a  case  upon  application  to  and  approval  by  the  Commis- 
sioner ;  and  when  so  revoked  the  office  will  communicate  directly  with 
the  applicant,  or  such  other  attorney  as  he  may  appoint.  An  attor- 
ney will  be  promptly  notified  by  the  docket  clerk  of  the  revocation  of 
his  power  oi  attorney.  An  assignment  of  an  undivided  interest  will 
not  operate  as  a  revocation  of  the  power  previously  given;  but  the 
assignee  of  the  entire  interest  may  be  represented  by  an  attorney  of 
his  own  selection. 

21.  Parties  or  their  attorneys  will  be  permitted  to  examine  their 
cases  in  the  attorney's  room,  but  not  in  the  rooms  of  the  examiners. 
Personal  interviews  with  examiners  will  be  permitted  only  as  herein- 
after provided.     (See  Rule  152.) 

22.  (a)  Applicants  and  attorneys  will  be  required  to  conduct  their 
business  with  the  office  with  decorum  and  courtesy.  Papers  presented 
in  violation  of  this  requirement  will  be  returned.  But  all  such 
papers  will  first  be  submitted  to  the  Commissioner,  and  only  returned 
by  his  direct  order. 

(6)  Complaints  against  examiners  and  other  officers  must  be  made 
in  separate  communications,  and  will  be  promptly  investigated. 

(c)  For  gross  misconduct  the  Commissioner  may  refuse  to  recog- 
nize any  person  as  a  patent  agent,  either  generally  or  in  any  particular 
case;  but  the  reasons  for  such  refusal  will  be  duly  recorded  and  be 
subject  to  the  approval  of  the  Secretary  of  the  Interior. 

23.  Inasmuch  as  applications  can  not  be  examined  out  of  their 
regular  order,  except  in  accordance  with  the  provisions  of  Rule  63, 
and  members  of  Congress  can  neither  examine  nor  act  in  patent 
cases  without  written  powers  of  attorney,  applicants  are  advised  not 
to  impose  upon  Senators  or  Representatives  labor  which  will  con- 
sume their  time  without  any  advantageous  results. 

APPLICANTS. 

24.  A  patent  may  be  obtained  by  any  person  who  has  invented  or 
discovered  any  new  and  useful  art,  machine,  manufacture,  or  compo- 
sition of  matter,  or  any  new  and  useful  improvement  thereof,  not 
known  or  used  by  others  in  this  country  before  his  invention  or  dis- 
covery thereof,  and  not  patented  or  described  in  any  printed  publi- 
cation in  this  or  any  foreign  country  before  his  invention  or  discovery 
thereof,  or  more  than  two  years  prior  to  his  application,  and  not 
patented  in  a  country  foreign  to  the  United  States  on  an  application 
filed  more  than  twelve  months  before  his  application,  and  not  in 
public  use  or  on  sale  in  the  United  States  for  more  than  two  years 
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prior  to  his  application,  unless  the  same  is  proved  to  have  been 
abandoned,  upon  pavment  of  the  fees  required  by  law  and  other  due 
proceedings  had.     (It'or  designs,  see  Rule  79.) 

26.  In  case  of  the  death  of  the  inventor,  the  application  will  be 
made  by  and  the  patent  will  issue  to  his  executor  or  administrator. 
In  such  case  the  oath  required  by  Rule  46  will  be  made  by  the  exec- 
utor or  administrator.  In  case  of  the  death  of  the  inventor  during 
the  time  intervening  between  the  filing  of  his  application  and  the 
granting  of  a  patent  thereon,  the  letters  patent  will  issue  to  the 
executor  or  administrator  upon  proper  intervention  by  him.  The 
executor  or  administrator  duly  authorized  under  the  law  of  any 
foreign  country  to  administer  upon  the  estate  of  the  deceased  inventor 
shall,  in  case  the  said  inventor  was  not  domiciled  in  the  United 
States  at  the  time  of  his  death,  have  the  right  to  apply  for  and 
obtain  the  patent.  The  authority  of  such  foreign  executor  or  ad- 
ministrator shall  be  proved  by  certificate  of  a  diplomatic  or  consular 
officer  of  the  United  States. 

In  case  an  inventor  becomes  insane,  the  application  may  be  made 
by  and  the  patent  issued  to  his  legally  appointed  guarclian,  con- 
servator, or  representative,  who  will  make  the  oath  required  by 
Rule  46. 

26.  In  case  of  an  assignment  of  the  whole  interest  in  the  invention, 
or  of  the  whole  interest  in  the  patent  to  be  granted,  the  patent  will, 
upon  request  of  the  applicant  embodied  in  the  assignment,  issue  to 
the  assignee ;  and  if  the  assignee  hold  an  undivided  part  interest,  the 
patent  will,  upon  like  request,  issue  jointly  to  the  inventor  and  the 
assignee;  but  the  assignment  in  either  case  must  first  have  been  en- 
tered of  record,  and  at  a  day  not  later  than  the  date  of  the  payment 
of  the  final  fee  (see  Rule  200) ;  and  if  it  be  dated  subsequently  to  the 
execution  of  the  application,  it  must  give  the  date  of  execution  of  the 
application,  or  the  date  of  filing,  or  the  serial  number,  so  that  there 
can  be  no  mistake  as  to  the  particular  invention  intended.  The  appU- 
cation  and  oath  must  be  signed  by  the  actual  inventor,  if  alive,  even 
if  the  patent  is  to  issue  to  an  assignee  (see  Rules  30,  40) ;  if  the  in- 
ventor be  dead,  the  application  may  be  made  by  the  executor  or 
administrator. 

27.  If  it  appear  that  the  inventor,  at  the  time  of  making  his  appli- 
cation, believed  himself  to  be  the  first  inventor  or  discoverer,  a  patent 
will  not  be  refused  on  account  of  the  invention  or  discovery,  or  any 
part  thereof,  having  been  known  or  used  in  any  foreign  country  be- 
fore his  invention  or  discovery  thereof,  if  it  had  not  been  before  pat- 
ented or  described  in  any  printed  publication. 

28.  Joint  inventors  are  entitled  to  a  joint  patent;  neither  of  them 
can  obtain  a  patent  for  an  invention  jointly  invented  by  them.  Inde- 
pendent inventors  of  distinct  and  independent  improvements  in  the 
same  machine  can  not  obtain  a  joint  patent  for  their  separate  inven- 
tions. The  fact  that  one  person  furnishes  the  capital  and  another 
makes  the  invention  does  not  entitle  them  to  make  an  application  a> 
joint  inventors:  hut  in  such  case  they  may  become  joint  patentees, 
upon  the  conditions  prescribed  in  Rule  26. 

29.  The  receipt  of  letters  patent  from  a  foreign  government  will 
not  prevent  the  inventor  from  ohtnining  a  patent  in  the  United  States, 
unless  the  application  on  which  the  foreign  patent  was  granted  was 
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filed  more  than  twelve  months  prior  to  the  filing  of  the  application 
in  this  country,  in  which  case  no  patent  shall  be  granted  in  this 
country. 

THE  APPLICATION. 

30.  Applications  for  letters  patent  of  the  United  States  must  be 
made  to  the  Commissioner  of  jPatents,  and  must  be  sirnied  by  the 
inventor,  if  alive.  (See  Eules  26,  33,  40,  46.)  A  complete  applica- 
tion comprises  the  first  fee  of  $15,  a  petition,  sj)ecification,  and  oath ; 
and  drawings,  model,  or  specimen  when  required.  (See  Rules  49, 
56,  62.)  The  petition,  specification,  and  oath  must  be  in  the  English 
language.  All  papers  which  are  to  become  a  part  of  the  permanent 
records  of  the  omce  must  be  legibly  written  or  printed  in  permanent 
ink. 

31.  An  application  for  a  patent  will  not  be  placed  upon  the  files 
for  examination  until  all  its  parts,  except  the  model  or  specimen,  are 
received. 

Every  application  signed  or  sworn  to  in  blank,  or  without  actual 
inspection  by  the  appRcant  of  the  petition  and  specification,  and 
every  application  altered  or  partly  nlled  up  after  being  signed  or 
sworn  to,  will  be  stricken  from  the  files. 

Completed  application^  are  numbered  in  regular  order,  the  present 
series  having  been  commenced  on  the  1st  of  January,  1900. 

The  applicant  will  be  informed  of  the  serial  number  of  his  appli* 
cation. 

The  application  must  be  completed  and  prepared  for  examination 
within  one  year  after  the  filing  of  the  petition;  and  in  default 
thereof,  or  upon  failure  of  the  applicant  to  prosecute  the  same  within 
one  year  after  any  action  thereon  (Rule  70?  of  which  notice  shall 
have  been  duly  mailed  to  him  or  his  agent,  the  application  will  be 
regarded  as  abandoned,  unless  it  shall  be  shown  to  the  satisfaction 
of  the  Commissioner  that  such  delay  was  unavoidable.  (See  Rules 
171  and  172.) 

32.  It  is  desirable  that  all  parts  of  the  complete  application  should 
be  deposited  in  the  Ofiice  at  the  same  time,  and  that  all  the  papers  em- 
braced in  the  application  should  be  attached  together;  otherwise  a 
letter  must  accompany  each  part,  accurately  and  clearly  connecting 
it  with  the  other  parts  of  the  application.     (See  Rule  10.) 

THE  PKTITION. 

33.  The  petition  must  be  addressed  to  the  Commissioner  of  Patents, 
and  must  state  the  name,  residence,  and  post-office  address  of  the 
petitioner  requesting  the  grant  of  a  patent,  designate  by  title  the 
invention  sought  to  oe  patented,  contain  a  reference  to  the  specifica- 
tions for  a  full  disclosure  of  such  invention,  and  must  be  signed  by 
the  applicant. 

THE    SPECIFICATION. 

34.  The  specification  is  a  written  description  of  the  invention  or 
discovery  and  of  the  manner  and  process  of  making,  constructing, 
compounding,  and  using  the  same,  and  is  required  to  oe  in  such  full, 

&  Doc.  396, 59-2,  pt  2 11 


162        BULES   AND   REGULATIONS,  DEPARTMENT  OF   INTERIOR. 

clear,  concise,  and  exact  terms  as  to  enable  any  person  skilled  in  the 
art  or  science  to  which  the  invention  or  discovery  appertains,  or  with 
which  it  is  most  nearly  connected,  to  make,  construct,  compound,  and 
use  the  same. 

35.  The  specification  must  set  forth  the  precise  invention  for  which 
a  patent  is  solicited,  and  exphiin  the  principle  thereof,  and  the  best 
mode  in  which  the  applicant  has  contemplated  api^lying  that  prin- 
ciple, in  such  manner  as  to  distinguish  it  from  other  inventions. 

36.  In  case  of  a  mere  improvement,  the  specification  must  particu- 
larly point  out  the  parts  to  which  the  improvement  relates,  and  must 
by  explicit  language  distinguish  between  what  is  old  and  what  is 
claimed  as  new;  and  the  description  and  the  drawings,  as  well  as 
the  claims,  should  be  confined  to  the  specific  improvement  and  such 
parts  as  necessarily  cooperate  with  it. 

37.  The  specification  must  conclude  with  a  sj)ecific  and  distinct 
claim  or  claims  of  the  part,  improvement,  or  combination  which  the 
applicant  regards  as  his  invention  or  discovery. 

38.  When  there  are  drawings,  the  description  will  refer  to  the 
different  views  by  figures  and  to  the  different  parts  by  letters  or 
numerals  (preferably  the  latter). 

39.  The  following  order  of  arrangement  should  be  observed  in 
framing  the  specification : 

(1)  Preamble  stating  the  name  and  residence  of  the  applicant  and 
the  title  of  the  invention. 

(2)  General  statement  of  the  object  and  nature  of  the  invention. 

(3)  Brief  description  of  the  several  views  of  the  drawings  (if  the 
invention  admits  of  such  illustration). 

A)  Detailed  description. 
5^   Claim  or  claims. 

(6)  Signature  of  inventor. 

(7)  Signatures  of  two  witnesses. 

40.  The  specificati(m  must  be  signed  by  the  inventor  or  by  his 
executor  or  administrator,  and  the  signature  must  be  attested  by  two 
witnesses.  Full  names  must  be  given,  and  all  names,  whether  of 
applicants  or  witnesses,  must  be  legibly  written. 

41.  Two  or  more  independent  inventions  can  not  be  claimed  in  one 
application;  but  where  several  distinct  inventions  are  dependent 
upon  each  other  and  mutually  contribute  to  produce  a  single  result, 
they  may  be  claimed  in  one  application. 

42.  If  several  inventions  claimed  in  a  single  application  be  of 
such  a  nature  that  a  single  patent  may  not  be  issued  to  cover  them, 
the  inventor  will  be  recpiired  to  limit  tlie  description,  drawing,  and 
claim  of  the  pending  aj)i)lication  to  whichever  invention  he  may 
elect.  The  other  inventions  may  be  made  the  subjects  of  separate  ap- 
plications, which  must  conform  to  the  rules  aj)plicable  to  original  ap- 

{)lications.  If  the  independence  of  the  inventions  be  clear,  such 
imitation  will  be  made  before  any  action  upon  the  merits;  otherwise 
it  may  be  made  at  any  time  before  final  action  thereon,  in  the  discre- 
tion of  the  examiner. 

43.  When  applicant  files  two  or  more  a^)plications  relating  to  the 
same  subject-matter  of  invention,  all  showing  but  only  one  claiming 
the  same  tiling,  the  applications  not  claiming  it  must  contain  refer- 
ences to  the  apx)lication  claiming  it. 
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44.  A  reservation  for  a  future  application  of  subject-matter  dis- 
closed but  not  claimed  in  a  pending  application,  but  which  subject- 
matter  might  be  claimed  therein,  will  not  be  permitted  in  the  pending 
application. 

45.  The  specification  and  claims  must  be  plainly  written  or  printed 
on  but  one  side  of  the  paper.  All  interlineations  and  erasures  nmst 
be  clearly  referred  to  in  nuirginal  or  foot  notes  on  the  same  sheet  of 
paper.  Legal-cap  j)aj)er  with  the  lines  numbered  is  deemed  ])refer- 
able,  and  a  wide  margin  must  always  be  reserved  upon  the  left-hand 
side  of  the  page. 

THE   OATH. 

46.  The  applicant,  if  the  inventor,  must  make  oath  or  affirmation 
that  he  does  verily  believe  himself  to  Ix^  the  original  and  first  in- 
ventor or  discoverer  of  the  art.  machine,  manufacture,  composition, 
or  improvement  for  which  he  solicits  a  patent ;  that  he  does  not  know 
and  does  not  believe  that  the  same  was  ever  before  known  or  used,  and 
shall  state  of  what  country  he  is  a  citizen  and  where  he  resides,  and 
whether  he  is  a  sole  or  a  joint  inventor  of  the  invention  claimed  in  his 
application.  In  every  original  application  the  ap])licant  must  dis- 
tinctly state  under  oath  that  the  invention  has  not  l)een  patented  to 
himself  or  to  othei's  with  his  knowledge  or  consent  in  this  or  any  for- 
eign countrv  for  more  than  two  years  prior  to  his  application,  or  on 
an  application  for  a  patent  filed  in  any  foreign  country  by  himself  or 
his  legal  representatives  or  assigns  more  than  twelve  months  prior 
to  his  application.  If  any  application  for  patent  has  been  filed  in 
any  foreign  country  by  the  applicant  in  this  country,  or  by  his  legal 
representatives  or  assigns,  prior  to  his  application  in  this  countrv,  he 
shall  state  the  country  or  countries  in  which  such  application  has 
lieen  filed,  giving  the  date  of  such  application,  and  shall  also  state 
that  no  application  has  been  filed  in  any  other  country  or  countries 
than  those  mentioned,  and  if  no  application  for  patent  has  been  filed 
in  any  foreign  country,  he  shall  so  state :  that  to  the  best  of  his  knowl- 
edge and  belief  the  inventicm  has  not  been  in  public  use  or  on  sale  in 
the  United  States,  nor  described  in  any  printed  publication  or  patent 
in  this  or  in  any  foreign  country,  for  more  than  two  years  prior  to 
his  application  in  this  country.  This  oath  must  be  subscribed  to  by 
the  affiant. 

The  Commissioner  may  require  an  additional  oath  in  cases  where 
the  applications  have  not  been  filed  in  the  Patent  Office  within  a 
reasonable  time  after  the  execution  of  the  original  oath. 

47.  If  the  application  be  made  by  an  executor  or  administrator  of 
a  deceased  person  or  the  guardian,  conservator,  or  representative  of 
an  insane  person,  the  form  of  the  oath  will  be  correspondingly 
changed. 

The  oath  or  affirmation  may  be  made  before  any  person  within  the 
United  States  authorized  by  law  to  administer  oaths,  or,  w^hen  the 
applicant  resides  in  a  foreign  countrv,  before  any  minister,  charge 
d  affaires,  consul,  or  commercial  agent  holding  commission  under  the 
Government  of  the  United  States,  or  l)efore  any  notary  public,  judge, 
or  magistrate  having  an  official  seal  and  authorized  to  administer 
oaths  in  the  foreign  countrv  in  whi(»h  the  applicant  may  \h\  whose 
authority  shall  be  i)roved  by  a  certificate  of  a  diplomatic  or  consular 
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oflBcer  of  the  United  States,  the  oath  being  attested  in  all  cases,  in  this 
and  other  countries,  by  the  proper  official  seal  of  the  officer  before 
whom  the  oath  or  affirination  is  made.  When  the  person  before 
whom  the  oath  or  affirmation  is  made  is  not  provided  with  a  seal,  his 
official  character  shall  be  established  by  competent  evidence,  as  by  a 
certificate  from  a  clerk  of  a  court  of  record  or  other  proper  officer 
having  a  seal. 

When  the  oath  is  taken  before  an  officer  in  a  country  foreign  to 
the  United  States,  all  the  application  papers  must  l)e  attached  to- 
gether and  a  ribbon  passed  one  or  more  times  through  all  the  sheets 
of  the  application  and  the  ends  of  said  ribbon  brought  together  under 
the  seal  before  the  latter  is  affixed  and  imj)ressed,  or  each  sheet  must 
be  impressed  with  the  official  seal  of  the  officer  before  whom  the  oath 
was  taken,  or,  if  he  is  not  provided  with  a  seal,  then  each  sheet  must 
be  initialed  by  him. 

48.  When  an  applicant  presents  a  claim  for  matter  originally 
shown  or  descril)ea  but  not  substantially  embraced  in  the  statement 
of  invention  or  claim  originally  presented,  he  will  file  a  supplemental 
oath  to  the  effect  that  the  subject-matter  of  the  proposed  amendment 
was  part  of  his  invention,  was  invented  before  he  filed  his  original 
application,  was  not  known  or  used  l>efore  his  invention,  was  not 
patented  or  described  in  b,  printed  publication  in  any  country  more 
than  two  years  Ix^fore  his  application,  was  not  patented  to  himself  or 
to  others  with  his  knowledge  or  consent  in  this  or  any  foreign  coun- 
try on  an  application  filed  more  than  twelve  months  prior  to  his  apj>li- 
cation,  was  not  in  ])ublic  use  or  on  sale  in  this  country  for  more  than 
two  years  before  the  date  of  his  application,  and  has  not  been  aban- 
doned. Such  supplemental  oath  must  be  attached  to  and  properly 
identify  the  proposed  amendment. 

THE    DRAWIMIS. 

40.  The  applicant  for  a  patent  is  required  by  law  to  furnish  a 
drawing  of  his  invention  wlieiiever  the  nature  of  the  c4Lsc  admits  of  it 

50.  The  drawing  may  he  signed  by  the  inventor,  or  the  name  of 
the  inventor  may  be  siirned  on  the  ch'awing  by  his  attorney  in  fact, 
and  nnist  be  attested  by  two  witnesses.  The  drawing  must  show 
every  feature  of  tlie  invention  covc^red  l)v  tlie  claims,  and  the  figures 
should  be  consecutively  numbered  if  possii)le.  AAHien  the  invention 
consists  of  an  improvement  on  an  old  inaeliine  the  drawing  must 
exhibit,  in  one  or  more  views,  the  invention  itself,  disconnected  from 
the  old  structure,  and  also  in  another  view  so  much  only  of  the  old 
structure  as  will  suflice  to  show  the  connection  of  the  invention  there- 
with. 

51.  Three  several  editions  of  patent  drawings  are  printed  and 
published — one  for  Oilice  use,  certified  copies,  etc.,  of  the  size  and 
character  of  those  attached  to  patents,  the  work  being  about  6  by  91 
inches;  one  reduced  to  luilf  that  scale,  or  one- fourth  the  surface,  oi 
whicli  four  are  i)rinted  on  a  page  to  illustrate  the  volumes  distributed 
to  the  courts:  and  one  reduction — to  about  the  same  scale — of  a 
selectecl  portion  of  eacli  drawing  for  the  Official  Gazette. 

5:2.  This  work  is  done  by  th(»  photolithographic  j)rocei?s,  and  there- 
fore tlie  chanicter  of  each  original  drawing  must  be  brought  as  nearly 
as  possible  to  a  uniform  standard  of  excellenccj  suited  to  the  require- 
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ments  of  the  process,  and  calculated  to  give  the  best  results,  in  the 
interests  of  inventors,  of  the  Office,  and  of  the  public.  The  follow- 
ing rules  will  therefore  1x5  rigidly  enforced^  and  any  departure  from 
them  will  be  certain  to  cause  delay  in  the  examination  of  an  aj)plica- 
tion  for  letters  patent: 

(1)  Drawings  must  be  made  upon  pure  white  paper  of  a  thick- 
ness corresponding  to  three-sheet  Bristol  board.  The  surface  of  the 
paper  must  be  calendered  and  smooth.  India  ink  alone  must  be  used, 
to  s(>cure  perfectly  black  and  solid  lines. 

(2)  The  size  oi  a  sheet  on  which  a  drawing  is  made  must  be  exactly 
10  by  15  inchas.  One  inch  from  its  edges  a  single  marginal  line  is 
to  be  drawn,  leaving  the  "  sight "  precisely  8  by  13  inches.  Within 
this  margin  all  work  and  signature.s  must  be  included.  One  of  the 
shorter  sides  of  the  sheet  is  regarded  as  its  top,  and,  measuring  down- 
wardly from  the  marginal  line,  a  space  of  not  less  than  1^^  inches  is 
to  be  left  blank  for  the  heading  of  title,  name,  number,  and  date. 

(3)  All  drawing  must  be  made  with  the  pen  only.  Every  line  and 
letter  (signature's  included)  must  be  absolutely  black.  This  direction 
a]>plies  to  all  lines,  however  fine,  to  shading,  and  to  lines  representing 
cut  surfaces  in  sectional  views.  All  lines  must  be  clean,  sharj),  and 
solid,  and  they  imist  not  be  too  fine  or  crowded.  Surface  shading, 
when  used,  should  be  o\)on.  Sectional  shading  should  be  made  by 
oblique  parallel  lines,  which  may  be  about  one-twentieth  of  an  inch 
apart.  Solid  black  should  not  be  used  for  sectional  or  surface 
shading. 

(4)  Drawings  should  be  made  with  the  fewest  lines  possible  con- 
sistent with  clearness.  By  the  observance  of  this  rule  the  elTective- 
ness  of  the  w^ork  after  reduction  will  bo  much  increased.  Shading 
(except  on  sectional  views)  should  be  used  only  on  convex  and  con- 
cave surfaces,  where  it  should  be  used  sparingly,  and  may  even  there 
be  dispensed  with  if  the  drawing  is  otheiwise  well  executed.  The 
plane  upon  w^iich  a  sectional  view  is  taken  shoidd  be  indicated  on  the 
general  view^  by  a  broken  or  dotted  line.  Heavy  lines  on  the  shade 
sides  of  objects  should  be  used,  except  where  they  tend  to  thicken  the 
work  and  obscure  letters  of  reference.  The  light  is  always  supposed 
to  come  from  the  upper  left-hand  corner  at  an  angle  of  45°.  Imita- 
tions of  wood  or  surfiK'e  graining  should  not  be  attempted. 

(5)  The  scale  to  wliich  a  drawing  is  made  ought  to  be  large  enough 
to  show  the  mechanism  without  crowding,  and  two  or  more  sheets 
should -be  used  if  one  do<*s  not  give  sutticient  room  to  acc()mj)lisli  this 
end ;  but  the  numlnn*  of  sheets  must  never  be  more  than  is  absolutely 
necessary. 

(G)  The  different  views  should  be  consecutively  numbered.  Letters 
and  figures  of  reference  nnist  be  carefully  formed.  They  should,  if 
possible,  measure  at  least  one-eighth  of  an  inch  in  height,  so  that  they 
may  bear  reduction  to  one  twenty-fourth  of  an  inch;  and  they  may 
be  much  larger  when  there  is  sufficient  room.  They  must  l)e  so  placed 
in  the  close  and  complex  parts  of  drawings  as  not  to  interfere  with 
a  thorough  comprehension  of  the  same,  and  therefore  sliould  rarely 
cross  or  mingle  with  the  lines.  Wlien  necessarily  grouped  around 
a  certain  part,  they  should  be  placed  at  a  little  distance,  wherii  there 
is  available  sj^ace.  :ind  connected  by  short  broken  lines  with  the  parts 
to  which  they  refer.    They  must  never  api)ear  upon  shaded  surfaces, 
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and  when  it  is  difficult  to  avoid  this,  a  bhink  space  must  be  left  in 
the  shading  where  the  letter  occurs,  so  that  it  shall  apjM^ar  i)erfectly 
distinct  and  sei:)arate  from  the  work.  If  the  same  part  of  an  inven- 
tion appear  in  more  than  one  view  of  the  drawing  it  must  always 
be  represented  by  the  same  character,  and  the  same  character  must 
never  be  used  to  designate  different  parts. 

(7)  The  signature  of  the  inventor  should  be  placed  at  the  lower 
right-hand  corner  of  each  sheet,  and  the  signatures  of  the  witnesses 
at  the  lower  left-hand  comer,  all  within  the  marginal  line,  but  in  no 
instance  should  they  trespass  upon  the  drawings.  The  title  should 
be  written  with  pencil  on  the  back  of  the  sheet.  The  permanent 
names  and  title  will  be  supplied  subsequently  by  the  Office  in  uniform, 
style. 

When  views  are  longer  than  the  width  of  the  sheet,  the  sheet  should 
be  turned  on  its  side  and  the  heading  will  be  placed  at  the  right  and 
the  signatures  at  the  left,  occupying  the  same  space  and  position  as 
in  the  upright  views,  and  being  horizontal  when  the  sheet  is  held  in 
an  upright  position;  and  all  views  on  the  same  sheet  must  stand  in 
the  same  direction.  One  figure  must  not  be  placed  upon  another  or 
within  the  outline  of  another. 

(8)  As  a  rule,  one  view  only  of  each  invention  c^n  be  shown  in 
the  (iazette  illustrations.  The  selection  of  that  portion  of  a  drawing 
best  calculated  to  explain  the  nature  of  the  specific  impi'ovement 
would  be  facilitated  and  the  final  result  improved  by  the  judicious 
execution  of  a  figure  with  express  reference  to  the  Gazette,  but  which 
might  at  the  same  time  serve  as  one  of  the  figures  referred  to  in  the 
specification.  For  this  purpose  the  figure  may  be  a  plan,  elevation, 
section,  or  perspective  view,  according  to  the  judgment  of  the  drafts- 
man. It  must  not  cover  a  spac^e  exceeding  16  square  inches.  All 
its  i)arts  should  be  especially  open  and  distinct,  with  very  little 
or  no  shading,  and  it  must  illustrate  the  invention  claimed  onlv,  to 
the  exclusion  of  all  other  details.  When  well  eXT^cuted,  it  will  be 
used  without  curtailment  or  change,  but  any  excessive  fineness,  or 
crowding,  or  unnecessary  elaborateness  of  detail  will  necessitate  its 
exchision  from  the  Gazette. 

(i))  Drawings  should  be  rolled  for  transmission  to  the  Office,  not 
folded. 

An  agent's  or  attorney's  stamp,  or  advertisement,  or  written  address 
will  not  be  permitted  upon  the  face  of  a  drawing,  within  or  without 
the  marginal  line. 

.■):!  All  reissue  applications  must  be  accompanied  by  new  drawings, 
of  the  character  required  in  original  api)lications,  and  the  inventors 
name  must  a])pear  uj)on  the  same  in  all  cases;  and  such  drawings 
shall  be  made  upon  the  same  scale  as  the  original  drawing,  or  upon  a 
larger  sc^ale,  unless  a  reduction  of  scale  shall  be  authorized  by  the 
Conmiissioner. 

54.  The  foregoing  rules  relating  to  drawings  will  be  rigidly  en- 
forced. Every  drawing  not  artistically  executed  in  confonnity 
thereto  may  l)e  admitted  for  purposes  of  examinati(m  if  it  sufficiently 
illustrates  the  invention,  but  in  such  cases  a  new  drawing  must  be 
furnished  before  the  a])i)li('ation  can  be  allowed.  The  Office  will 
make  the  necessary  corrections  at  the  applicant's  option  and  cost. 

55.  Applicants  are  advised  to  employ  competent  artists  to  make 
their  drawings. 
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"^The  Office  will  furnish  the  drawings  at  cost,  as  promptly  as  its 
draftsmen  can  make  them,  for  applicants  who  can  not  otherwise  con- 
veniently procure  them. 

THE   MODEL. 

56.  Preliminary  examinations  will  not  be  made  for  the  purpose  of 
determining  whether  models  are  required  in  particular  cases.  Ap- 
plications complete  in  all  other  respects  will  be  sent  to  the  examining 
divisions,  whether  models  are  or  are  not  furnished.  A  model  will 
only  be  required  or  admitted  as  a  part  of  the  application  when  on 
examination  of  the  case  in  its  regmar  order  the  primary  examiner 
shall  find  it  to  be  necessary  or  useful.  In  such  case,  if  a  model  has 
not  been  furnished,  the  examiner  shall  notify  the  applicant  of  such 
requirement,  which  will  constitute  an  official  action  in  the  case. 
When  a  model  is  received  in  compliance  with  the  official  requirement, 
the  date  of  its  filing  shall  be  entered  on  the  file  wrapper.  Models 
not  required  nor  admitted  will  be  returned  to  the  applicants.  When 
a  model  is  required,  the  examination  will  be  suspended  until  it  shall 
have  been  filed.  From  a  decision  of  the  primary  examiner  overrul- 
ing a  motion  to  dispense  with  a  model  an  appeal  may  be  taken  to  the 
Commissioner  in  person,  under  the  provisions  of  Rule  145. 

57.  The  model  must  clearly  exhibit  every  feature  of  the  machine 
which  forms  the  subject  of  a"  claim  of  invention,  but  should  not  in- 
clude other  matter  than  that  covered  by  the  actual  invention  or 
improvement,  unless  it  be  necessary  to  the  exhibition  of  the  invention 
in  a  working  model. 

58.  The  model  must  be  neatly  and  substantially  made  of  durable 
material,  metal  being  deemed  preferable;  but  when  the  material 
forms  an  essential  feature  of  the  invention,  the  model  should  be  con- 
structed of  that  material.  The  model  must  not  be  more  than  1  foot 
in  length,  width,  or  height,  except  in  cases  in  which  the  Commissioner 
shall  admit  working  models  of  complicated  machines  of  larger  dimen- 
sions. If  made  ox  wood,  it  must  be  painted  or  varnished.  Glue 
must  not  be  used ;  but  the  parts  should  be  so  connected  as  to  resist 
the  action  of  heat  and  moisture.  AVTien  practicable,  to  prevent  loss, 
the  model  or  specimen  should  have  the  name  of  the  inventor  perma- 
nently fixed  thereon.  In  cases  where  models  are  not  made  strong 
and  substantial  as  here  directed,  the  application  will  not  be  exam- 
ined until  a  proper  model  is  funiishcd. 

59.  A  working  model  is  often  desirable,  in  order  to  enable  the  Office 
fully  and  readily  to  understand  the  precise  operation  of  the  machine. 

60.  In  all  applications  which  have  remained  rejected  for  more  than 
one  year  the  model,  unless  it  is  doemod  necessarv  that  it  should  be 
preserved  in  the  Office,  may  be  returned  to  the  applicant  upon  demaTid 
and  at  his  expense;  and  the  model  in  any  pendmg  case  of  less  than 
one  year's  standing  may  be  returned  to  the  applicant  upon  the  filing 
of  a  formal  abandonment  of  the  application,  signed  by  the  applicant 
in  person  and  any  assignee.     (See  Rule  171.) 

Models  belonging  to  patented  cases  shall  not  be  taken  from  the 
office  except  in  the  custody  of  some  sworn  employee  of  the  Office 
specially  authorized  by  the  Commissioner. 

61.  Models  filed  as  exhibits  in  contested  cases  may  be  returned  to 
the  parties  at  their  expense.  If  not  claimed  within  a  reasonable  time, 
they  may  be  disposed  of  at  the  discretion  of  the  Commissiowfcv 
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62.  When  the  invention  or  discovery  is  a  composition  of  matter,  the 
applicant,  if  recjuired  by  the  Commissioner,  shall  furnish  specimens 
of  the  composition,  and  of  its  ingredients,  sufficient  in  quantity 
for  the  purpose  of  experiment.  In  all  cases  where  the  article  is  not 
perishable,  a  specimen  of  the  composition  claimed,  put  up  in  proper 
form  to  be  preserved  by  the  office,  must  be  fumisned.  (Rules  5C, 
60,  and  61  apply  to  specimens  also.) 

THE  EXAMINATION. 

63.  Applications  filed  in  the  Patent  Office  are  classified  according 
to  the  various  arts,  and  are  taken  up  for  examination  in  regular  order 
of  filing,  those  in  the  same  class  of  invention  being  examined  and 
disposed  of,  as  far  as  practicable,  in  the  order  in  which  the  respective 
applications  are  completed. 

The  following  new  applications  have  preference  over  all  other  new 
cases  at  every  period  of  their  examination  in  the  order  enumerated: 

(1)  Applications  wherein  the  inventions  are  deemed  of  peculiar 
importance  to  some  branch  of  the  public  service^  and  when  for  that 
reason  the  head  of  some  Dej^artment  of  the  Government  requests 
immediate  action  and  the  Commissioner  so  orders;  but  in  such  case 
it  shall  be  the  duty  of  such  head  of  a  Department  to  be  represented 
before  the  Commissioner  in  order  to  prevent  the  improper  issue  of  a 
patent 


^2)  Applications  for  reissues. 


Applications  which  appear  to  interfere  with  other  applications 
previously  considered  and  round  to  be  allowable,  or  which  it  is  de- 
manded shall  be  placed  in  interference  with  an  unexpired  patent  or 
patents. 

The  following  applications,  previously  acted  upon,  will  have  pref- 
erence over  other  business: 

(1)  Cases  remanded  by  an  appellate  tribunal  for  further  action, 
and  statements  of  grounds  of  decisions  provided  for  in  Rules  135  and 
145. 

(2)  Ap])lications  which  have  been  put  into  condition  for  further 
action  by  the  examiner  shall  be  entitled  to  precedence  over  new  ap- 
plications in  the  same  class  of  invention. 

(3)  Applications  which  have  been  renewed  or  revived,  but  the 
subject-matter  not  changed. 

(4)  When  the  inventor  dies  and  his  executor  or  administrator 
files  a  new  application  for  the  same  invention,  the  new  application 
may  be  given  the  same  status  in  the  order  of  examination  as  the 
original  by  order  of  the  Commissioner. 

64.  AATiere  the  s])ecification  and  claims  are  such  that  the  invention 
may  be  readily  understood,  the  examination  of  a  complete  appli- 
cation and  the  action  thereon  will  be  directed  throughout  to  the 
merits;  but  in  each  letter  the  examiner  shall  state  or  refer  to  all 
his  objections. 

Only  in  applications  found  by  the  examiner  to  present  patentable 
subject-matter  and  in  ap])lications  on  which  appeal  is  taken  to  the 
examiners  in  chief  will  reciuirements  in  matters  of  form  be  insisted 
on.     (See  Rules  95  and  134. 
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REJECTIONS   AND  REFERENCES. 


65.  Whenever,  on  examination,  any  claim  of  an  application  is 
rejected  for  any  reason  whatever,  the  applicant  will  be  notified 
thereof.  The  reasons  for  such  rejection  will  be  fully  and  precisely 
stated,  and  such  information  and  references  will  be  given  as  may  be 
useful  in  aiding  the  applicant  to  judge  of  the  propriety  of  prosecu- 
ting his  application  or  of  altering  his  specification;  ana  if,  after  re- 
ceiving such  notice,  he  shall  persist  in  his  claim,  with  or  without 
altering  his  specification,  the  application  will  be  reexamined.  If 
upon  reexamination  the  claim  shall  be  again  rejected,  the  reasons 
therefor  will  be  fully  and  precisely  stated. 

66.  Upon  the  rejection  of  an  application  for  want  of  novelty,  the 
examiner  must  cite  the  best  references  at  his  command.  When  the 
reference  shows  or  describes  inventions  other  than  that  claimed  by 
the  applicant,  the  particular  part  relied  on  will  be  designated  as 
nearly  as  practicable.  The  pertinence  of  the  reference,  if  not  obvious, 
must  be  clearly  explained  and  the  anticipated  claim  specified. 

If  domestic  patents  be  cited  their  dates  and  numbers,  the  names  of 
the  patentees,  and  the  classes  of  invention  must  be  stated.  If  foreign 
patents  be  cited  their  dates  and  numbers,  the  names  of  the  patentees, 
titles  of  the  invention,  and  the  cla&ses  of  inventions  must  be  stated  and 
such  other  data  must  be  furnished  as  will  enable  the  applicant  to 
identify  the  patents  cited.  If  printed  publications  be  cited  the  title, 
date,  page  or  plate,  author,  and  place  ox  publication,  or  place  where  a 
copv  can  be  found,  will  be  ffiven.  \Mien  reference  is  made  to  facts 
within  the  personal  knowledge  of  an  employee  of  the  Office  the  data 
will  be  as  specific  as  possible  and  the  reference  must  be  supported, 
when  called  for,  by  the  affidavit  of  such  employee  (Rule  76)  ;  such 
affidavit  shall  be  subject  to  contradiction,  explanation,  or  corrobora- 
tion by  the  affidavits  of  the  applicant  and  other  persons.  If  the 
patent,  printed  matter,  plates,  or  drawings  so  referred  to  are  in  the 
possession  of  the  Office,  copies  will  be  furnished  at  the  rate  specified 
in  Rule  208,  upon  the  order  of  the  applicant. 

67.  Whenever,  in  the  treatment  of  an  ex  parte  application,  an  ad- 
verse decision  is  made  upon  any  preliminary  or  intermediate  question, 
without  the  rejection  of  any  claim,  notice  thereof,  together  with  the 
reasons  therefor,  will  be  given  to  the  applicant,  in  order  that  he  may 
judge  of  the  propriety  of  the  action.  If,  after  receiving  such  notice, 
he  traverse  the  propriety  of  the  action,  the  matter  will  be  reconsidered. 

AMENDMENTS   AND  ACTIONS   BY   APPLICANTS. 

68.  The  applicant  has  a  right  to  amend  before  or  after  the  first 
rejection  or  action;  and  he  may  amend  as  often  as  the  examiner  pre- 
sents new  references  or  reasons  for  rejection.  In  so  amending  the 
applicant  must  clearly  point  out  all  the  patentable  novelty  which  he 
thinks  the  case  pros<'nts  in  view  of  the  state  of  the  art  disclosed  by  the 
references  cited  or  the  objections  made.  He  must  also  show  how  the 
amendments  avoid  such  references  or  objections. 

After  such  action  upon  an  application  as  will  entitle  the  applicant 
to  an  appeal  to  the  examiners-in-chief  (Rule  134),  or  after  such 
appeal  has  been  taken,  amendments  canceling  claims  or  presenting 
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those  rejected  in  better  fomi  for  consideration  on  appeal  may  be 
admitted;  but  the  admission  of  such  an  amendment  or  its  refusal, 
and  any  proceedings  relative  thereto,  shall  not  operate  to  relieve 
the  application  from  its  condition  as  subject  to  ap|>eal,  or  to  save  it 
from  abandonment  under  Rule  171.  If  amendments  touching  the 
merits  of  the  application  are  presented  after  the  case  is  in  condition 
for  appeal,  or  after  app>eal  has  been  taken,  they  may  be  admitted 
upon  a  showing  duly  verified  of  good  and  sufficient  reasons  why  they 
were  not  earlier  presented.  From  the  refusal  of  the  primary  ex- 
aminer to  admit  an  amendment  a  i:)etition  will  lie  to  the  Commis- 
sioner under  Rule  145.  No  amendment  can  be  made  in  appeal  cases 
between  the  filing  of  the  examiner's  statement  of  the  pounds  of  his 
decision  (Rule  135)  and  the  decision  of  the  appellate  tribunal.  After 
decision  on  appeal  amendments  can  only  be  made  as  provided  in 
Rule  142,  or  to  carry  into  effect  a  recommendation  under  Rule  139. 

69.  In  order  to  be  entitled  to  the  reconsideration  provided  for  in 
Rules  65  and  67,  the  applicant  must  make  request  therefor  in  writing, 
and  he  must  distinctly  and  specifically  point  out  the  supposed  errors 
in  the  examiner's  action.  The  mere  allegation  that  the  examiner 
has  erred  will  not  be  received  as  a  proper  reason  for  such  recon- 
sideration. 

70.  In  original  applications  which  are  capable  of  illustration  by 
drawing  or  model  all  amendments  of  the  moael,  drawings,  or  specifi- 
cations, and  all  additions  thereto,  must  conform  to  at  least  one  of 
them  as  it  was  at  the  time  of  the  filing  of  the  application.  Matter 
not  found  in  either,  involving  a  departure  from  tne  original  inven- 
tion, can  be  shown  or  claimed  only  in  a  separate  application. 

71.  The  specification  and  drawing  must  be  amended  and  revised 
when  required,  to  correct  inaccuracies  of  description  or  unnecessary 
prolixity  and  to  secure  correspondence  between  the  claim,  the  specifi- 
cation, and  the  drawing.  But  no  change  in  the  drawing  may  be 
made,  except  by  written  permission  of  the  Office  and  after  a  photo- 
graphic copy  of  the  drawing  as  originallv  presented  has  been  filed. 

72.  After  the  completion  of  the  application  the  Office  will  not 
return  the  specification  for  any  purpose  whatever.  If  applicants 
have  not  preserved  copies  of  the  papers  which  they  wish  to  amend, 
the  Office  will  furnish  them  on  the  usual  terms. 

The  model  or  drawing,  but  not  both  at  the  same  time,  may  be 
withdrawn  for  correction;  but  a  drawing  can  not  be  withdrawn 
unless  a  model  has  been  filed  and  accepted  by  the  examiner  as  a  part 
of  the  application. 

73.  In  every  amendment  the  exact  word  or  woras  to  be  stricken 
out  or  inserted  in  the  application  must  be  specified  and  the  precise 
point  indicated  where  the  erasure  or  insertion  is  to  be  made.  All 
such  amendments  must  l)e  on  sheets  of  paper  separate  from  the  papers 
previously  filed,  and  written  on  but  one  side  ot  the  paper.  Erasures, 
additions,  insertions,  or  mutilations  of  the  papers  and  records  must 
not  be  made  by  the  applicant. 

Amendments  and  papers  requiring  the  sisnuiture  of  the  applicant 
must  also,  in  case  of  assignment  of  an  undivided  pait  of  the  invention, 
be  signed  by  the  assignee.     (Rules  6,  107.) 

74.  When  an  amendatory  clause  is  amended,  it  must  be  wholly 
rewritten,  so  that  no  interlineation  or  erasure  shall  appear  in  the 
clause,  as  finally  amended,  when  the  application  is  passed  to  issue. 
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If  the  number  or  nature  of  the  amendments  shall  render  it  otherwise 
difficult  to  consider  the  case  or  to  arrange  the  papers  for  printing  or 
copying,  the  examiner  or  Commissioner  may  requii-e  the  entire  speci- 
fication to  be  rewritten. 

75.  AATieii  an  original  or  reissue  application  is  rejected  on  reference 
to  an  expired  or  unexpired  domestic  patent  which  substantially 
shows  or  descril)es  but  uoe.s  not  claim  the  rejected  invention,  or  on 
reference  to  a  foreign  patent  or  to  a  printed  publication,  and  the 
applicant  shall  make  oatli  to  facts  showing  a  completion  of  the  inven- 
tion in  this  country  before  the  filing  of  the  application  on  which  the 
domestic  patent  issued,  or  before  the  date  oi  the  foreign  patent,  or 
before  the  date  of  the  printed  publication,  and  shall  also  make  oath 
that  he  does  not  know^  and  does  not  believe  that  the  invention  has  been 
in  public  use  or  on  sale  in  this  country,  or  patented  or  described  in  a 
printed  publication  in  this  or  any  foreign  country  for  more  than  two 
yeai-s  prior  to  his  application,  and  that  he  has  never  abandoned  the 
invention,  then  the  patent  or  publication  cited  will  not  bar  the  grant 
of  a  patent  to  the  applicant,  unless  the  date  of  such  patent  or  printed 
publication  is  more  than  two  years  prior  to  the  date  on  which  appli- 
cation was  filed  in  this  country. 

7G.  WTien  an  a])plication  is  rejected  on  reference  to  an  expired  or 
unexpired  domestic  patent  which  shows  or  describes  but  does  not 
claim  the  invention,  or  on  reference  to  a  foreign  patent,  or  to  a  printed 
publication,  or  to  facts  within  the  personal  knowledge  of  an  employee 
of  the  Office,  set  forth  in  an  affidavit  (when  requested)  of  such  em- 
ployee (Rule  G(*)),  or  when  rejected  on  the  ground  of  public  use  or 
sale,  or  upon  a  mode  or  capability  of  operation  attributed  to  a  ref- 
erence, or  because  the  alleged  invention  is  held  to  be  inoperative  or 
frivolous  or  injurious  to  public  health  or  morals,  affidavits  or  depo- 
sitions supporting  or  traversing  these  references  or  objections  may 
be  received,  but  affidavits  will  not  be  received  in  other  cases  without 
special  permission  of  the  Commissioner.     (See  Rule  141.) 

77.  If  an  applicant  neglect  to  prosecute  his  application  for  one 
year  after  the  date  when  the  last  official  notice  or  any  action  by  the 
Office  was  mailed  to  him,  the  application  will  be  held  to  be  abandoned, 
as  set  forth  in  Rule  l7l. 

Whenever  action  upon  an  application  is  suspended  upon  request  of 
an  applicant,  and  whenever  an  applicant  has  been  called  upon  to 
put  his  application  in  condition  for  interference,  the  period  of  one 
year  running  against  such  application  shall  be  considered  as  be- 
ginning at  the  elate  of  the  last  official  action  preceding  such  actions. 

Acknowledgment  of  the  filing  of  an  application  is  an  official 
action.  Suspension  will  only  be  granted  for  good  and  sufficient  cause, 
and  for  a  reasonable  time  specified. 

Only  one  suspension  will  be  granted  by  the  primary  examiner; 
any  further  suspension  must  be  approved  bv  the  Commissioner. 

tS.  Amendments  will  not  be  permitted  after  the  notice  of  allowance 
of  an  application,  and  the  examiner  w^ill  exercise  jurisdiction  over 
such  an  application  only  by  special  authority  from  the  Commisioner. 

Amendments  may  be  made  after  the  allowance  of  an  application, 
and  after  payment  of  the  final  fee,  if  the  specification  has  not  been 

Erinted,  on  the  recommendation  of  the  primary  examiner,  approved 
y  the  Commissioner,  without  withdrawing  the  case   from  issue. 
(See  Rule  165.) 
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DESIGNS. 

79.  A  design  patent  may  be  obtained  by  any  person  who  has  in- 
vented any  new,  original,  and  ornamental  design  for  an  article  of 
manufacture  not  known  or  used  by  others  in  this  country  before  his 
invention  thereof,  and  not  patented  or  described  in  am'  printed  pub- 
lication in  this  or  any  foreign  country  before  his  invention  thereof, 
or  more  than  two  years  prior  to  his  application,  and  not  caused  to  be 
patented  by  him  in  a  foreign  country  on  an  application  fil^  more 
than  four  months  before  his  application  in  this  country,  and  not  in 
))ublic  use  or  on  sale  in  this  country  for  more  than  two  years  prior  to 
his  application,  unless  the  same  is  proved  to  have  been  abandoned, 
upon  payment  of  the  fees  required  by  law  and  other  due  proceedings 
had,  tne  same  as  in  cases  of  inventions  or  discoveries. 

80.  Patents  for  designs  are  granted  for  the  term  of  three  and  one- 
half  years,  or  for  seven  years,  or  for  fourteen  years,  as  the  applicant 
may,  in  his  application,  elect. 

81.  The  proceedings  in  applications  for  patents  for  designs  are 
substantially  the  same  as  in  applications  for  other  patents.  Since 
a  design  patent  gives  to  the  patentee  the  exclusive  right  to  make,  use, 
and  vend  articles  havinir  the  appearance  of  that  disclosed,  and  since 
the  appearance  can  be  disclosed  only  by  a  picture  of  the  article,  the 
claim  should  be  in  the  broadest  form  for  the  article  as  shown. 

82.  The  following  order  of  arrangement  should  l)e  observed  in 
framing  design  specifications: 

(1)  Preamble,  stating  name  and  residence  of  the  applicant,  title 
of  the  design,  and  the  name  of  the  article  for  which  the  design  has 
been  invented. 

(2)  Description  of  the  figure  or  figures  of  the  drawing. 

(3)  Claim. 

(4y  Signature  of  inventor. 
(5)   Signatures  of  two  witnesses. 

8.*5.  When  the  dcsigii  can  he  sufiiciently  represented  by  drawings  a 
model  will  not  bo  re(i[uired. 

84.  The  design  must  he  iv])resented  hy  a  drawing  made  to  conform 
to  the  rules  laid  down  for  drawings  of  mechanical  inventions. 

(For  forms  to  be  used  in  applications  for  design  jjatents,  see 
Api)endix.) 

RE  I SS I  ES. 

85.  A  reissue  is  giant ed  to  the  original  patentee,  his  legal  repre- 
sentatives, or  the  assignees  of  the  entire  interest,  when  the  original 
j)atent  is  inoperative  or  invalid  b}-  reason  of  a  defective  or  insufSci^nt 
specification,  or  by  reason  of  the  patentee  claiming  as  his  invention 
or  discovery  more  than  he  had  a  right  to  claim  as  new,  provided  the 
error  has  arisen  through  inadvertence,  accident,  or  mistake,  and  with- 
out any  fraudulent  or  dece|)tive  intention. 

Eeissue  applications  must  be  made  and  the  specifications  sworn  to 
hy  the  inventors,  if  thev  be  living. 

80.  The  petition  for  a  reissue  must  be  accompanied  by  an  order 
for  a  certified  copy  of  the  abstract  of  title  to  be  placed  in  the  file, 
giving  the  names  of  all  assignees  owning  anv  undivided  interest  in 
the  patent.  In  case  the  application  be  made  by  the  inventor  it  most 
be  accompanied  by  the  written  assent  of  such  assignees. 
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87.  Applicants  for  reissue,  in  addition  to  the  requirements  of  Rule 
46,  must  also  file  with  their  petitions  a  statement  on  oath  as  follows: 

(1)  That  applicant  verily  believes  the  original  patent  to  be  inop- 
erative or  invalid,  and  the  reason  why. 

(2)  When  it  is  claimed  that  such  patent  is  so  inoperative  or 
invalid  "  by  reason  of  a  defective  or  insufficient  specification,"  par- 
ticularly specifying  such  defects  or  insufficiencies. 

(3)  \Vhen  it  is  claimed  that  such  patent  is  inoperative  or  invalid 
-'  by  reason  of  the  patentee  claiming  as  his  own  invention  or  dis- 
covery more  than  he  had  a  right  to  claim  as  new,"  distinctly  specify- 
ing tne  part  or  parts  so  alleged  to  have  been  improperly  claimed  as 
new. 

(4)  Particularly  specifying  the  erroi's  which  it  is  claimed  consti- 
tute the  inadvertence,  accident,  or  mistake  relied  upon,  and  how  they 
arose  or  occurred.  • 

(5)  That  said  errors  arose  "without  any  fraudulent  or  deceptive 
Mitention  "  on  the  part  of  the  applicant. 

88.  New  matter  shall  not  be  allowed  to  be  introduced  into  the 
reissue  specification,  nor  in  the  case  of  a  machine  shall  the  model 
or  drawings  be  amended  except  each  by  the  other. 

89.  The  Commissioner  may,  in  his  discretion,  cause  several  patents 
to  be  issued  for  distinct  and  separate  parts  of  the  thing  patented, 
upon  demand  of  the  applicant,  and  upon  payment  of  the  required 
fee  for  each  division  oi  such  reissued  letters  patent.  Each  divi- 
sion of  a  reissue  constitutes  the  subject  of  a  separate  specification 
descriptive  of  the  part  or  parts  of  the  invention  claimed  in  such 
division;  and  the  clrawing  may  represent  only  such  part  or  parts, 
subject  to  the  provisions  of  Rule  50.  Unless  otherwise  ordered  by 
the  Commissioner,  all  the  divisions  of  a  reissue  will  issue  simulta- 
neously; if  there  be  any  controversy  as  to  one  division,  the  others 
will  be  withheld  from  issue,  until  the  controversy  is  ended,  unless 
the  Commissioner  shall  otherwise  order. 

90.  An  original  claim,  if  reproduced  in  the  reissue  specification, 
is  subject  to  reexamination,  and  the  entire  application  will  be  revised 
and  restricted  in  the  same  manner  as  original  applications. 

91.  The  application  for  a  reissue  must  be  accompanied  by  the 
original  patent  and  an  offer  to  surrender  the  same,  or,  if  the  original 
be  lost,  bv  an  affidavit  to  that  effect,  and  a  certified  copy  of  the 
patent,  tf  a  reissue  be  refused,  the  original  patent  will  be  returned 
to  applicant  upon  his  request. 

92.  Matter  shown  and  described  in  an  unexpired  patent,  and  which 
might  have  been  lawfully  claimed  therein,  but  which  was  not  claimed 
by  reason  of  a  defect  or  insufficiency  in  the  specification,  arising 
from  inadvertence,  accident,  or  mistake,  and  without  fraud  or  decep- 
tive intent,  can  not  be  subsequently  claimed  by  the  patentee  in  a 
separate  patent,  but  only  in  a  reissue  of  the  original  patent. 

INTERt-ERENCES. 

93.  An  interference  is  a  proceeding  instituted  for  the  purpose  of 
determining  the  question  of  priority  of  invention  between  two  or 
more  parties  claiming  substantially  the  same  patentable  invention. 
The  fact  that  one  of  the  parties  has  already  obtamed  a  patent  will  not 
prevent  an  interference,  for,  although  the  Commissioner  has  no  i^ovi<^ 
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to  cancel  a  patent,  he  may  grant  another  patent  for  the  same  invention 
to  a  person  who  proves  to  be  the  prior  inventor. 

94.  Interferences  will  be  declared  in  the  following  cases,  when  all 
the  parties  claim  substantially  the  same  patentable  invention : 

(1)  Between  two  or  more  original  applications  containing  con- 
flicting claims. 

(2)  Between  an  ori^nal  application  and  an  unexpired  patent  con- 
taining conflicting  claims,  when  the  applicant,  havmg  been  rejected 
on  the  patent,  shall  file  an  affidavit  that  he  made  the  invention  before 
the  patentee's  application  was  filed. 

(3)  Between  an  original  application  and  an  application  for  the  re- 
issue of  a  patent  granted  during  the  pendency  of  such  original 
application. 

(4)  Between  an  original  application  and  a  reissue  application, 
when  the  original  ap])licant  snail  file  an  affidavit  showing  that  he 
made  the  invention  before  tlie  patentee  s  original  application  was 
filed.  / 

(5)  Between  two  or  more  applications  for  the  reissue  of  patents 
granted  on  applications  pending  at  the  same  lime. 

(6)  Between  two  or  more  applications  for  the  reissue  of  patents 
granted  on  applications  not  pending  at  the  same  time,  when  the 
applicant  for  reissue  of  the  later  patent  shall  file  an  affidavit  showing 
that  he  made  the  invention  before  the  application  was  filed  on  which 
the  earlier  patent  was  gi'anted. 

(7)  Between  a  reissue  application  and  an  unexpired  patent,  if  the 
original  applications  were  pending  at  the  same  time,  and  the  reissue 
applicant  shall  file  an  affidavit  showing  that  he  made  the  invention 
before  the  original  application  of  the  other  patentee  was  filed. 

(8)  Between  an  application  for  reissue  of  a  later  unexpired 
patent  and  an  earlier  unexj)ired  patent  granted  before  the  original 
application  of  the  later  patent  was  filed,  if  the  reissue  applicant 
shall  file  an  affidavit  showing  that. he  made  the  invention  l)eforc  the 
original  application  of  the  earlier  patent  was  filed. 

(9)  An  interference  will  not  be  declared  bi^tw(»en  an  original  appli- 
cation filed  subsequently  to  December  HI,  181)7,  and  a  patent  issu(*d 
more  than  two  years  prior  to  the  date  of  filing  such  application  or  an 
application  for  a  reissue  of  such  a  patent. 

95.  Before  the  declaration  of  interference  all  preliminary  ques- 
tions must  be  settled  by  the  primary  examiner,  and  the  issue  must 
be  clearly  defined;  the  invention  which  is  to  form  the  subject  of  the 
controversy  must  be  decided  to  bo  patentable,  and  the  claims  of  the 
respective  parties  must  be  put  in  such  condition  that  they  will  not 
require  alteration  after  the  interference  shall  have  Ix^en  finally  de- 
cided, unless  the  testimony  adduced  upon  the  trial  shall  neces^jitate 
or  justify  such  change. 

9G.  A^Tdenever  the  claims  of  two  or  moi-e  applications  differ  in 
phraseology,  but  cover  substantially  the  same  patentable  subject- 
matter,  the  Examiner,  when  one  of  the  a])])iications  is  ready  for 
allowance,  will  suggest  to  the  partie.s  such  clainis  as  are  necessary 
to  cover  the  common  invention  in  substantially  the  same  language. 
The  parties  to  whom  \\w  claims  are  suggested  will  be  i^equired  to 
make  such  claims  and  |)ut  the  applications  in  condition  for  allow- 
ance within  a  sj)ecified  time  in  order  that  an  interference  may  he 
declared.     Upon  the  failure  of  any  applicant  to  make  the  claim  sug- 
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gested  within  the  time  specified,  such  failure  or  refusal  shall  be 
taken  without  further  action  as  a  disclaimer  of  the  invention  covered 
by  the  claim,  and  the  issue  of  the  patent  to  the  applicant  whose 
application  is  in  condition  for  allowance  will  not  be  aelayed  unless 
the  time  for  making  the  claim  and  putting  the  api:)lication  in  con- 
dition for  allowance  \ye  extended  upon  a  proper  showing.  If  a  party 
make  the  claim  without  putting  his  application  in  condition  for 
allowance,  the  declaration  of  the  interference  will  not  be  delayed, 
but  after  judgment  of  priority  the  application  of  such  party  will 
be  held  for  revision  and  restriction,  subject  to  interference  with 
other  applications. 

97.  When  an  interference  is  found  to  exist  and  the  applications 
are  prepared  therefor,  the  primary  examiner  will  forward  to  the 
examiner  of  interferences  the  files  and  drawings;  notices  of  inter- 
ference for  all  the  parties  (as  specified  in  Rule  103)  disclosing  the 
name  and  residence  of  each  party  and  that  of  his  attorney,  and  of  any 
assignee,  and,  if  anv  party  be  a  patentee,  the  date  and  number  of  the 
patent;  the  ordinals  of  the  conflicting  claims  and  the  title  of  the 
invention  claimed ;  and  the  issue,  which  shall  be  clearly  and  concisely 
defined  in  so  many  counts  or  branches  as  may  be  necessary  in  order 
to  include  all  interfering  claims.  '\ATiere  the  issue  is  stated  in  more 
than  one  count  the  respective  claims  involved  in  each  count  should  be 
specified.  The  primary  examiner  ?hall  also  forward  to  the  examiner 
of  interferences  for  his  use  a  statement  disclosing  the  applications 
involved  in  interference,  fully  identified,  the  name  and  residence  of 
any  assignee,  and  the  names  and  residences  of  all  attorneys,  both 
principal  and  associate,  and  arranged  in  the  inverse  chronological 
order  of  their  filing  as  completed  applications,  and  also  disclosing  the 
issue  or  issues  and  the  ordinals  of  the  conflicting  claims. 

Whenever  it  shall  be  found  that  two  or  more  parties  whose  interests 
are  in  conflict  are  represented  by  the  same  attorney,  the  examiner 
will  notify  each  of  said  principal  parties,  and  also  the  attorney,  of 
this  fact. 

98.  Upon  receipt  of  the  notices  of  interference,  the  examiner  of 
interferences  will  make  an  examination  thereof,  in  order  to  ascertain 
whether  the  issue  between  the  parties  has  been  clearly  defined,  and 
whether  they  are  otherwise  correct.  If  he  be  of  the  opinion  that  the 
notices  are  ambiguous  or  are  defective  in  any  material  point,  he  will 
transmit  his  objections  to  the  primary  examiner,  who  will  promptly 
notify  the  examiner  of  interferences  of  his  decision  to  amend  or  not 
to  amend  them. 

99.  In  case  of  a  material  disagreement  betwei*n  the  examiner  of 
interferences  and  the  primary  examiner,  the  points  of  difference  shall 
l)e  referred  to  the  Conmiissioner  for  decision. 

100.  The  primary  examiner  will  retain  jurisdiction  of  the  case 
until  the  declaration  of  interference  is  made. 

101.  Upon  the  institution  and  declaration  of  the  interference,  as 
provided  in  Rule  102,  the  examiner  of  interferences  will  take  jurisdic- 
tion of  the  same,  which  will  then  become  a  contested  case;  but  the 
primary  examiner  will  determine  the  motions  mentioned  in  Rule  122, 
as  therein  provided. 

102.  When  the  noticies  of  interference  are  in  proper  form,  the 
examiner  of  interferences  will  add  thereto  a  designation  of  the  time 
within  which  the  preliminary  statements  required  by  Rule  110  \»»s^ 
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be  filed,  and  will,  pro  forma,  institute  and  declare  the  interference 
by  forwarding  the  notices  to  the  several  parties  to  the  proceeding. 

103.  The  notices  of  interference  will  be  forwarded  by  the  examiner 
of  interferences  to  all  the  parties,  in  care  of  their  attorneys,  if  they 
have  attorneys,  and,  if  the  application  or  patent  in  interference  has 
been  assignecl,  to  the  assignees.  When  one  of  the  parties  has  received 
a  patent,  a  notice  will  be  sent  to  the  patentee  and  to  his  attorney  of 
record. 

When  the  notices  sent  in  the  interest  of  a  patent  are  returned  to  the 
Office  undelivered,  or  when  one  of  the  parties  resides  abroad  and  his 
agent  in  the  United  States  is  unknown,  additional  notice  maj  be  given 
by  publication  in  the  Official  Gazette  for  such  period  of  time  as  the 
Commissioner  may  direct. 

104.  If  either  party  require  a  postponement  of  the  time  for  filing 
his  preliminary  statement,  he  will  present  his  motion,  duly  served 
on  the  other  parties,  with  his  reasons  therefor,  supported  by  affidavit, 
and  such  motion  should  be  made,  if  possible,  prior  to  the  day  pre- 
viously fixed  upon.  But  the  examiner  of  interferences  may,  in  his 
discretion,  dispense  with  service  of  notice  of  such  motion. 

105.  When  an  application  is  involved  in  an  interference  in  which 
a  part  only  of  the  invention  is  included  in  the  issue,  the  applicant 
may  file  certified  copies  of  the  part  or  parts  of  the  specification, 
claims,  and  drawings  which  cover  the  interfering  matter,  and  such 
copies  may  be  used  in  the  proceeding  in  place  of  the  original  appli- 
cation. 

IOC).  When  part  only  of  an  application  is  involved  in  an  inter- 
ference, the  applicant  may  withdraw  from  his  application  the  sub- 
ject-matter adjudged  not  to  interfere,  and  file  a  new  application  there- 
for, or  he  may  file  a  divisional  application  for  the  subject-matter  in- 
volved, if  the  invention  can  be  legitimately  divided:  Provided^  That 
no  claim  shall  be  made  in  either  application  broad  enough  to  include 
matter  claimed  in  the  other. 

107.  An  applicant  involved  in  an  interference  may,  with  the  writ- 
ten consent  oi  the  assignee,  when  there  has  been  an  assignment,  before 
the  date  fixed  for  the  filing  of  his  preliminary  statement  (see  Rule 
110),  in  order  to  avoid  the  continuance  of  the  interference,  disclaim 
under  his  own  signature,  attested  by  two  witnesses,  the  invention  of 
the  particular  matter  in  issue,  and  upon  such  disclaimer  and  the  can- 
cellation of  any  claims  involving  such  interfering  matter  judgment 
shall  be  rendered  against  him,  and  a  copy  of  the  disclaimer  shall  be 
embodied  in  and  form  part  of  his  specification.     (See  Rule  182.) 

108.  When  applications  are  declared  to  be  in  interference,  the 
interfering  parties  will  be  permitted  to  see  or  obtain  copies  of  each 
other's  file-wrappers,  and  so  much  of  their  contents  as  relate  to  the 
interference,  after  the  preliminary  statements  referred  to  in  Rule  110 
have  been  received  and  approved ;  hut  information  of  an  application 
will  not  be  furnished  by  the  Office  to  an  opposing  party,  except  as 
provided  in  Rules  97  and  103,  until  after  the  approval  of  such 
statement. 

109.  When  an  application  is  involved  in  an  interference  in  part 
and  shows  and  describes,  without  claiming  a  patentable  invention 
claimed  by  another  party  thereto,  the  api)licant  may,  at  any  time 
within  thirtv  days  aiter  the  preliminary  statements  (referred  to  in 
Rule  110)  of  the  parties  have  oeen  received  and  approved,  on  motion 
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duly  made,  as  provided  in  Rule  153,  file  an  amendment  of  his  appli- 
cation duly  claiming  such  invention,  and  on  the  admission  of  such 
amendment  the  invention  shall  be  inchided  in  the  interference.  Such 
motion  must  be  accompanied  bv  the  proposed  amendment,  and  when 
in  proper  form  will  be  transmitted  by  the  examiner  of  interferences 
to  the  primary  examiner  for  his  determination.  In  case  the  amend- 
ment snail  be  admitted,  the  prinuiry  examiner  will  redeclare  the 
interference,  prepare  new  notices,  and  forward  the  paper's  and  files 
to  the  examiner  of  interferences,  who  will  proceed  m  accordance 
with  Rule  103.  Amenthnents  to  the  si>ecification  will  not  be  received 
during  the  pendency  of  an  interference  without  the  consent  of  the 
Commissioner,  except,  as  provided  herein,  and  in  Rules  lOG  and  107. 

110.  Each  party  to  the  interference  will  be  required  to  file  a  con- 
cise preliminary  statement,  under  oath,  on  or  before  a  date  to  be 
fixed  by  the  Office,  showing  the  following  facts: 

(1)  The  date  of  original  conception  of  the  invention  set  forth  in 
the  declaration  of  interference. 

2)  The  date  upon  which  a  drawing  of  the  invention  was  made. 

3)  The  date  upon  which  a  model  of  the  invention  not  claimed  as 
a  reduction  to  practice  was  made. 

4)  The  date  upon  which  tlie  invention  was  first  disclosed  toothers. 

5)  The  date  of  the  reduction  to  [)ractice  of  the  invention. 

6)  A  statement  show^ing  the  extent  of  use  of  the  invention. 
(7)  The  applicant  shall  state  the  date  and  number  of  any  applica- 
tion for  the  same  invention  filed  within  twelve  months  before  the 
filing  date  in  the  United  States  in  any  forei|j^n  country  adhering  to 
the  International  Convention  for  the  Protection  of  Industrial  Prop- 
ertv  or  having  similar  treaty  relations  with  the  United  States. 

tt  a  drawing  or  model  has  not  bwn  made,  or  if  the  invention  has 
not  been  reduced  to  [)ractice  or  disclo^-ed  to  others  or  used  to  any  ex- 
tent, the  statement  yiust  specifically  disclose  these  facts. 

When  the  invention  was  made  abroad,  the  statement  should  set 
forth : 

(1)  That  the  applicant  made  the  invention  set  forth  in  the  declara- 
tion of  interference. 

(2)  Whether  or  not  the  invention  was  ever  patented;  if  so,  when 
and  where,  giving  the  date  and  number  of  each  patent,  the  date  of 
publication,  and  the  date  of  s(»aling  thereof. 

(3)  Whether  or  not  the  invention  was  ever  described  in  a  printed 
publication;  if  so,  when  and  where,  giving  the  title,  place,  and  date 
of  such  publication. 

(4)  Whether  or  not  the  invention  was  ever  introduced  into  this 
country;  if  so,  giving  the  circumstances  with  the  dates  connected 
therewith,  which  are  relied  upon  to  e-tablish  the  fact. 

The  preliminary  statements  should  be  carefully  prepared,  as  the 
parties  will  be  strictly  held  in  their  proofs  to  the  dates  set  up  therein. 

If  a  party  prove  any  date  earlier  than  alleged  in  his  preliminary 
statement,  such  proof  w^ill  be  held  to  establish  the  date  alleged  and 
none  other. 

The  statement  must  be  sealed  up  bi^fore  filing  (to  be  opened  only 
by  the  examiner  of  interferences:  see  Rule  111),  and  the  name  of  the 
party  filing  it,  the  title  of  the  case,  and  the  subject  of  the  invention 
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indicated  on  the  envelope.    The  envelope  should  contain  nothing  but 
this  statement. 

(For  forms,  see  35  and  36,  Appendix.) 
^  111.  The  preliminary  statements  shall  not  be  opened  to  the  inspec- 
tion of  the  opposing  parties  until  each  one  shall  have  been  filed^  or 
the  time  for  such  ming,  with  anv  extension  thereof,  shall  have  ex- 
pired, and  not  then  unless  they  liave  been  examined  by  the  proper 
officer  and  found  to  be  satisfactory. 

Any  party  in  default  in  filing  his  preliminary  statement  shall  not 
have  access  to  the  preliminary  statement  or  statements  of  his  op- 

Conent  or  opponents  until  he  has  either  filed  his  statement  or  waived 
is  right  thereto,  and  agreed  to  stand  upon  his  record  date. 

112.  If,  on  examination,  a  statement  is  found  to  be  defective  in 
any  particular,  the  party  shall  be  notified  of  the  defect  and  wherein 
it  consists,  and  a  time  assigned  within  which  he  must  cure  the  same 
by  an  amended  statement;  but  in  no  case  will  the  original  or 
amended  statement  be  returned  to  the  partj  after  it  has  been  filed. 
Unopened  statements-will  be  removed  from  interference  files  and  pre- 
served by  the  Office,  and  in  no  case  will  such  statements  be  open  to  the 
inspection  of  the  opposing  party  without  authority  from  the  Com- 
missioner. If  a  party  shall  refuse  to  file  an  ameniled  statement,  he 
will  be  restricted  to  his  record  date  in  the  further  proceedings  in  the 
interference. 

113.  In  case  of  material  error  arising  through  inadvertence  or 
mistake,  the  statement  may  be  corrected  on  motion  (see  Rule  153), 
upon  showing  to  the  satisfaction  of  the  Commissioner  that  the  cor- 
rection is  essential  to  the  ends  of  justice.  The  motion  to  correct 
the  statement  must  be  made,  if  possible,  before  the  taking  of  any 
testimony  and  as  soon  as  practicable  after  the  discovery  of  the  error. 

114.  It  the  junior  party  to  an  interference,  or  if  any  party  thereto 
other  than  the  senior  party,  fails  to  file  a  statement,  or  if  his  state- 
ment fails  to  overcome  the  prima  facie  case  made  by  the  respective 
dates  of  application,  such  party  will  be  notified  by  the  examiner  of 
interferences  that  judgment  upon  the  record  will  be  rendered  against 
him  at  the  expiration  of  thirty  days  unless  cause  is  shown  why  such 
action  should  not  be  taken.  Within  this  period  any  of  the  motions 
permitted  by  the  rules  may  be  brought.  Motions  brought  after 
judgment  on  the  record  has  been  rendered  will  not  be  entertained 
unless  sufficient  reasons  appear  for  the  delay. 

115.  If  a  party  to  an  interference  fail  to  file  a  statement,  testimony 
will  not  be  received  subsequently  from  him  to  prove  that  he  made 
the  invention  at  a  date  prior  to  his  application. 

116.  In  original  proceedings  in  cases  of  interference  the  several 
parties  will  be  presumed  to  have  made  the  invention  in  the  chro- 
nological order  m  which  they  filed  their  completed  applications  for 
patents  clearly  illustrating  and  describing  the  invention;  and  the 
burden  of  proof  will  rest  upon  the  party  who  shall  seek  to  establish 
a  different  state  of  facts. 

117.  The  j)reliniinary  statement  can  in  no  case  be  used  as  evidence 
in  behalf  of  the  j^arty  making  it. 

11^.  Times  will  be  assigned  in  which  the  junior  applicant  shall 
complete  his  testimony  in  chief  and  in  which  the  other  partv  shall 
complete  the  te.stiniony  on  his  side,  and  a  further  time  in  which  the 
junior  applicant  may  take  rebutting  testimony;    but  he  shall  take 
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no  other  testimony.  If  there  be  more  than  two  parties  to  the  inter- 
ference, the  times  for  taking  testimony  will  be  so  arranged  that  each 
shall  have  an  opportunity  to  prove  his  case  against  prior  applicants 
and  to  rebut  their  evidence,  and  also  to  meet  the  evidence  of  junior 
applicants. 

119.  Whenever  the  time  for  taking  the  testimony  of  a  party  to  an 
interference  sliall  have  expired,  and  no  testimony  shall  have  betm 
taken  by  such  party,  anv  senior  party  may,  by  motion  based  on  a 
showing  properly  verifieci  and  served  on  such  party  in  default,  have 
an  order  entering  judgment  against  such  defaulting  party,  unless 
the  latter  shall,  at  a  day  set  and  not  less  than  ten  days  arter  the  hear- 
ing of  the  motion,  show  good  and  sufficient  cause  why  the  judgment 
shall  not  be  entered. 

120.  If  either  party  desire  to  have  the  hearing:  continued,  he  will 
make  application  for  such  postmnement  by  niAtion  (see  Rule  153), 
and  will  show  sufficient  reason  therefor  by  affidavit. 

121.  If  either  party  desire  an  extension  of  the  time  assigned  to 
him  for  taking  testimonv,  he  will  make  application  therefor,  as  pro- 
vided in  Rule  154  (4).    * 

122.  Motions  to  dissolve  an  interference  (1)  upon  the  ground  that 
there  has  been  such  informality  in  declaring  the  same  as  will  pre- 
clude a  proper  determination  of  the  c^nestion  of  priority  of  inven- 
tion, or  (2)  which  deny  the  patentability  of  an  applicant's  claim, 
or  (3)  which  deny  his  right  to  make  the  claim,  or  (4)  which  allege 
that  counts  of  the  issue  have  different  meanings  in  the  cases  of  dif- 
ferent parties,  should,  if  possible,  be  made  not  later  than  the  thirtieth 
day  after  the  statements  of  the  parties  have  biH»n  re(^eived  and  ap- 

K roved.  Such  motions,  and  all  motions  of  a  similar  character,  should 
e  accompanied  by  a  motion  to  transmit  the  same  to  the  [)rimarv 
examiner,  and  such  motion  to  transmit  should  be  noticed  for  hear- 
ing upon  a  day  certain  before  th(»  examiner  of  interferences.  When 
in  proper  form  the  motion  j^resented  will  be  transmitted  by  the  ex- 
aminer of  interferences,  with  the  files  and  papers,  to  the  |)T()|)er  pri- 
mary examiner  for  his  determination,  who  will  therenjxm  fix  a  day 
certain  when  the  said  motion  will  be  heard  before  him  ujmn  the 
merits,  and  give  no<^ice  thereof  to  all  the  |)arties.  If  a  stay  of  pro- 
ceedings be  desired,  a  motion  therefor  should  accompany  the  motion 
for  transmission. 

When  the  motion  has  l>een  decid(»d  by  the  primary  examiner  the 
files  and  papers,  with  his  decision,  will  be  sent  at  once  to  the  docket 
clerk. 

Motions  to  shift  the  burden  of  proof  should  l>e  made  before,  and 
will  be  determined  by,  the  examiner  of  interferences.  Xo  appeal 
from  the  decision  on  such  motions  will  be  entertained.  l>ut  the  mat- 
ter mav  be  reviewed  on  appeal  from  the  final  decision  upon  the  ques- 
tion of  priority  of  invention. 

123.  All  lawful  moti<ms.  except  tho^e  mention(»d  in  Rule  122,  will 
be  made  before  and  deterinined  bv  the  tril)iinal  having  jurisdiction 
at  tiie  time.  The  filing  of  motions  will  not  operate  as  a  stay  of  pro- 
ceedings in  any  case.  To  effect  this,  motion  should  1k»  made  before 
the  tribunal  having  jurisdiction  of  the  interference,  who  will,  siifli- 
cient  grounds  appearing  therefor,  order  a  suspension  of  the  interfer- 
ence pending  the  determination  of  such  motion. 
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124.  Where,  on  motion  for  dissolution,  the  primary  examiner  ren- 
ders an  adverse  decision  upon  the  merits  of  a  party's  case,  as  when  he 
holds  that  the  issue  is  not  patentable  or  that  a  party  has  no  right  to 
make  a  claim  or  that  the  counts  of  the  issue  have  different  meanings 
in  the  cases  of  different  parties,  he  shall  at  once  reject  such  claims  as 
may  be  affected  and  shall  set  a  time  for  reconsideration;  after  recon- 
sideration, if  he  adheres  to  his  original  conclusion,  he  will  make  the 
previous  rejection  final  and  fix  a  hmit  of  appeal.  The  appeal  must 
go  to  the  examiners-in-chief  in  the  first  instance  and  will  be  heard 
inter. partes.  If  the  appeal  is  not  taken  within  the  time  fixed,  it  will 
not  be  entertained  except  by  permission  of  the  Connnissioner. 

No  appeal  will  l>e  permitted  from  a  decision  rendered  upon  motion 
for  dissolution  affirming  the  patentability  of  a  claim  or  the  appli- 
cant's right  to  make  the  same  or  the  identity  of  meaning  of  counts  in 
the  cases  of  different*  parties. 

Appeals  may  be  taken  directly  to  the  Commissioner,  except  in  the 
cases  provided  for  in  the  preceding  portions  of  this  rule,  from  deci- 
sions on  such  motions  as,  in  his  judgment,  should  be  appealable. 

125.  After  the  interference  is  finally  declared,  it  will  not,  except  as 
herein  otherwise  [)rovided,  l>e  determined  without  judgment  of  pri- 
ority  founded  either  upon  the  testimony,  or  upon  a  written  concession 
of  priority  by  one  of  tne  parties,  signed  by  the  inventor  himself  (and 
by  the  assignee,  if  any),  or  upon  a  written  declaration  of  abandon- 
ment of  the  invention. 

126.  The  examiner  of  interferences  or  the  examiners-in-chief  may, 
either  before  or  in  their  decision  on  the  question  of  priority,  direct  the 
attention  of  the  Commissioner  to  any  matter  not  relating  to  priority 
which  may  have  come  to  their  notice,  and  which,  in  their  opinion, 
establishes  the  fact  that  no  interference  exists,  or  that  there  has  been 
irregularity  in  declaring  the  same  (Knle  1'2'2),  or  which  amounts  to  a 
statutory  bar  to  the  grant  of  a  ])atent  to  eitlier  of  the  parties  for  the 
claim  or  claims  in  interference.  I'he  Commissioner  may,  before 
judgment  on  the  question  of  priority,  sus^)end  the  interference  and 
remand  the  case  to  the  primary  examiner  T()r  his  consideration  of  tne 
matters  to  which  attention  has  been  directed.  From  the  decision  of 
the  examiner  appeal  may  be  taken  as  in  other  cases.  If  the  case  shall 
not  be  so  remanded,  the  primary  examiner  will,  after  judgment,  con- 
sider any  matter  afl'ecting  the  rights  of  either  party  to  a  patent  which 
may  have  been  calhnl  to  his  attention,  unless  the  same  shall  have 
been  previously  disj>os(Ml  of  by  th(^  Connnissioner. 

127.  A  second  interference  will  not  be  declared  upcm  a  new  applica- 
tion for  the  same  invention  filed  by  either  party. 

128.  If,  during  the  pendencv  oiF  an  interferen(»e,  a  reference  be 
found,  the  interference  may  he  suspended  at  the  request  of  the 
j)rimarv  examiner  until  the  final  determination  of  the  pertinency  and 
effect  of  the  reference,  and  the  interference  shall  then  be  dissolved  or 
continued  as  the  result  of  such  determination.  The  ctmsideration  of 
such  reference  shall  l)e  inter  partes. 

120.  Tf.  (luring  the  jM^ndency  of  an  interference,  another  case  ap- 
pear, claiming  suhstautially  the  subject-matter  in  issue,  the  i)rimary 
examiner  shall  i*e(jnesl  the  ^us|)i'n-;ion  of  the  interference  for  the  pur- 
pose of  adding  said  case.  Such  >usj)ensi(>n  will  be  grantecl  as  a  nnitter 
of  course  by  the  examiner  of  interferences  if  no  testimony  has  been 
taken.     If,  however,  any  testimony  has  been  taken,  a  notice  for  the 
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proposed  new  party,  disclosing  the  issue  in  interference  and  the 
names  and  addresses  of  the  interferants  and  of  their  attorneys,  and 
notices  for  the  interferants  disclosing  the  name  and  address  of  the 
said  party  and  his  attorney,  shall  be  prepared  by  the  primary  ex- 
aminer and  forwarded  to  the  examiner  of  interferences,  who  shall 
mail  said  notices  and  set  a  time  of  hearing  on  the  question  of  the 
admission  of  the  new  party.  If  the  examiner  of  interferences  be  of 
the  opinion  that  the  interJPerence  should  be  suspended  and  the  new 
party  added,  he  shall  prescribe  the  terms  for  such  suspension.  The 
decision  of  the  examiner  of  interferences  as  to  the  addition  of  a  party 
shall  l)e  final. 

130.  Where  the  patentability  of  a  claim  to  an  opponent  is  material 
to  the  ri<rht  of  a  party  to  a  patent,  said  party  may  urge  the  non- 
patentability  of  the  claim  to  his  opponent  at  final  hearing  before  the 
examiner  of  interferences  as  a  basis  for  the  decision  upon  priority  of 
invention,  and  upon  appeals  from  such  decision.  A  party  shall  not 
be  entitled  to  take  such  step,  however,  unless  he  has  duly  presented 
and  prosecuted  a  motion  under  Rule  122  for  dissolution  upon  the 
ground  in  question,  or  shows  good  reason  why  such  a  motion  was  not 
presented  and  prosecuted. 

131.  When,  on  motion  duly  made  and  upon  satisfactory  proof,  it 
shall  be  shown  that,  by  reason  of  the  inability  or  refusal  of  the 
inventor  to  prosecute  or  defend  an  interference,  or  from  other  cause, 
the  ends  of  justice  require  that  an  assignee  of  an  undivided  interest 
in  the  invention  should  be  permitted  to  prosecute  or  defend  the  same, 
the  Commissioner  may  so  order. 

132.  Whenever  an  aw^ard  of  priority  has  been  rendered  in  an  inter- 
ference proceeding  by  any  tribunal  and  the  limit  of  appeal  from 
such  decision  has  expired,  and  whenever  an  interference  has  been 
terminated  by  reason  of  the  written  concession,  signed  by  the  appli- 
cant in  person,  of  priority  of  invention  in  favor  of  his  opponent  or 
opponents,  the  primary  examiner  shall  advise  the  defeated  or  un- 
successful party  or  parties  to  the  interference  that  their  claim  or 
claims  which  were  so  involved  in  the  issue  stand  finally  rejected. 

APPKAIiS. 

133.  Every  applicant  for  a  patent,  any  of  the  claims  of  whose  ap- 
plication have  been  twice  rejected  for  the  same  reasons,  upon  grounds 
involving  the  merits  of  the  invention,  such  as  lack  of  invention, 
novelt3%  or  utility,  or  on  the  giound  of  abandonment,  public  use  or 
sale,  inoperativeness  of  invention,  aggregation  of  elements,  incom- 
plete combination  of  elements,  or,  when  amended,  for  want  of  iden- 
tity with  the  invention  original  I  v  disclosed,  or  because  the  amend- 
ment  involves  a  departure  from  the  invention  originally  presented; 
and  every  applicant  who  has  been  required  to  divide  his  application 
and  every  applicant  for  the  reissue  of  a  patent  whose  claims  have 
been  twice  rejected  for  any  of  the  reasons  above  enumerated,  or  on 
the  ground  that  the  original  patent  is  not  inoperative  or  invalid,  or 
if  so  inoperative  or  invalid  that  the  errors  which  rendered  it  so  did 
not  arise  from  inadvertence,  accident,  or  mistake,  nuiy,  upon  pay- 
ment of  a  fee  of  $10,  appeal  from  the  decision  of  the  primary  exam- 
iner to  the  examiners-ln-chief.  The  appeal  must  set  forth  m  writ- 
ing the  points  of  the  decision  upon  w^hich  it  is  taken,  and  must  ' 
signed  by  the  applicant  or  his  duly  authorized  attorney  r 
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134.  There  must  have  been  two  rejections  of  the  claims  as  origi- 
nally filed,  or,  if  amended  in  matter  of  substance,  of  the  amended 
claims,  and  all  the  claims  must  have  been  passed  upon,  and  except 
in  cases  of  division  all  preliminary  and  intermediate  questions  re- 
lating to  matters  not  anecting  the  merits  of  the  invention  settled, 
before  the  case  can  be  appealed  to  the  examiners-in-chief. 

135.  Upon  the  filing  of  the  api>eal  the  same  shall  be  submitted  to 
the  primary  examiner,  who,  if  he  find  it  to  be  regular  in  form,  and 
to  relate  to  an  appealable  action,  shall,  within  five  days  from  the 
filing  thereof,  furnish  the  examiners-in-chief  with  a  written  state- 
ment of  the  grounds  of  his  decision  on  all  the  points  involved  in  the 
appeal,  with  copies  of  the  rejected  claims  and  with  references  ap- 
plicable thereto.  The  examiner  shall  at  the  time  of  making  sucli 
statement  furnish  a  copy  of  the  same  to  the  appellant.  If  the 
primary  examiner  shall  decide  that  the  apj)eal  is  not  regular  in  form 
or  does  not  relate  to  an  ap[3ealable  action,  a  petition  from  such 
decision  may  be  taken  directly  to  the  Comniissioner,  as  provided  in 
Rule  145. 

136.  The  appellant  shall,  before  the  day  of  hearing,  file  a  brief  of 
the  authorities  and  arguments  on  which  he  will  rely  to  maintain  his 
appeal. 

137.  If  the  anpellant  desire  to  be  heard  orally  before  the  examiners- 
in-chief,  he  will  so  indicate  when  he  files  his  appeal;  a  day  of  hear- 
ing will  then  be  fixed  and  due  notice  of  the  same  given  him. 

138.  In  contested  cases  the  appellant  shall  have  the  right  to  make 
the  opening  and  closing  arguments,  unless  it  shall  be  otherwise  or- 
dered by  the  tribunal  havin<j:  jurisdiction  of  the  case. 

139.  (a)  The  examiners-m-chief  in  their  decision  will  affirm  or 
reverse  the  decision  of  the  primary  examiner  only  on  the  ix)ints  on 
which  appeal  shall  have  been  taken.  (See  Rule  133.)  Should  they 
discover  any  apparent  grounds  not  involved  in  the  appeal  for  gi'ant- 
iiig  or  refusin<i:  letters  patent  in  the  form  claimed,  or  any  other  form, 
they  will  annex  to  their  decision  a  statement  to  that  effect,  with  such 
reconnnendation  as  they  shall  deem  proper. 

(h)  From  an  adverse  jud<rnient  of  the  primary  examiner  on  point? 
embraced  in  the  reconunendadon  annexe<l  to  the  decision,  appeal  may 
be  taken  on  questions  involvin":  (he  merits  to  the  board  of  examiners- 
in-chief  and  on  other  questions  to  the  Connnissioner  as  in  other  cases. 

(c)  The  Connnissioner  may,  when  an  appeal  from  the  decision  of 
the  examiners-in-chief  is  taken  to  him,  remand  the  case  to  the  pri- 
mary examiner,  either  Ix^fore  or  after  final  judgment,  for  considera- 
tion of  anv  amendment  or  action  which  mav  be  based  on  the  recom- 
mendations  amiexed  to  the  decision  of  the  examiners-in-chief. 

(d)  If  the  Comniissioner,  in  reviewing  the  decision  of  the  exam- 
iners-in-chief, discovers  any  apparent  grounds  for  granting  or  refus- 
ing letters  |)atent  not  involved  in  the  up|)eal,  he  wdl,  before  or  after 
iinal  judgment  and  whenever  in  his  ()j)inion  substantial  justice  s4uill 
re(juire  it.  give  reasonable  notice  theivof  to  the  parties,  and  if  any 
amendment  or  action  based  thereon  be  projjosed  he  will  remand  the 
case  to  the  priniary  examiner  for  consideration. 

(e)  From  the  decisions  of  the  ^)rimarv  examiner,  in  cases  remanded 
as  herein  provided,  aj)peal  will  lie  to  the  board  of  examiners-in-chief 
or  directly  to  the  Commissioner,  as  in  other  cases. 
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140.  From  the  adverse  decision  of  the  board  of  examiners-in-chief 
appeal  may  be  taken  to  the  Commissioner  in  person,  upon  payment 
or  the  fee  of  $20  required  by  law. 

141.  Affidavits  received  after  the  case  has  been  appealed  will  not 
be  admitted  without  remanding  the  application  to  the  primary  ex- 
aminer for  reconsideration,  but  the  appellate  tribunals  may  in  their 
discretion  refuse  to  remand  the  case  and  proceed  with  the  same  with- 
out consideration  of  the  affidavits. 

142.  Cases  which  have  been  heard  and  decided  by  the  Commis- 
sioner on  appeal  will  not  be  reopened  except  by  his  order ;  cases  which 
have  been  decided  by  the  examiners-in-cnief  will  not  be  reheard  by 
them,  when  no  longer  pending  before  them,  without  the  written  au- 
thority of  the  Commissioner;  and  cases  which  have  been  decided  by 
either  the  Conmiissioner  or  the  examiners-in-chief  will  not  be  re- 
opened by  the  primary  examiner  without  like  authoritjr,  and  then 
only  for  the  consideration  of  matters  not  already  adjudicated  upon, 
sumcient  cause  being  shown.     (See  Rule  68.) 

143.  Contested  cases  will  be  regarded  as  pending  before  a  tribunal 
until  the  limit  of  appeal,  which  must  be  fixed,  has  expired,  or  until 
some  action  has  been  had  which  waives  the  appeal  or  carries  into 
effect  the  decision  from  which  appeal  might  have  been  taken. 

Ex  parte  cases  decided  by  an  appellate  tribunal  will,  after  deci- 
sion, be  remanded  at  once  to  the  primary  examiner,  subject  to  the 
applicant's  right  of  appeal,  or  such  action  as  will  carry  into  effect 
the  decision,  or  for  such  further  action  as  the  applicant  is  entitled  to 
demand. 

144.  Cases  which  have  been  deliberately  decided  by  one  Commis- 
sioner will  not  be  reconsidered. by  his  successor  except  in  accordance 
with  the  principles  which  govern  the  granting  of  new  trials. 

145.  Upon  receiving  a  petition  stating  concisely  and  clearly  any 
proper  question  which  has  been  twice  acted  upon  by  the  examiner, 
and  which  does  not  involve  the  merits  of  the  invention  claimed,  the 
rejection  of  a  claim  or  a  requirement  for  division,  and  also  stating 
the  facts  involved  and  the  point  or  points  to  be  reviewed,  an  order 
will  be  made  fixing  a  time  for  hearing  such  petitioji  by  the  Commis- 
sioner, and  directing  the  examiner  to  furnish  a  written  statement  of 
the  grounds  of  his  decision  upon  the  matters  averred  in  such  peti- 
tion within  five  days  after  being  notified  of  the  order  fixing  the  day  of 
hearing.  The  examiner  shall  at  the  time  of  making  suc!h  statement 
furnish  a  copy  thereof  to  the  petitioner.  No  fee  is  required  for  such 
a  petition. 

146.  In  interference  cases  parties  have  the  same  remedy  by  appeal 
to  the  examiners-in-chief,  to  the  Commissioner,  and  to  the  court  of 
appeals  of  the  District  of  Columbia  as  in  ex  parte  cases. 

147.  Appeals  in  interference  eases  must  be  accompanied  by  brief 
statements  of  the  reasons  therefor.  Parties  will  be  required  to  file 
six  copies  of  printed  briefs  of  their  arguments,  the  appellant  five 
days  before  the  hearing  and  the  appellee  one  day. 

148.  From  the  adverse  decision  of  the  Commissioner  upon  the 
claims  of  an  application  and  in  interference  cases,  an  appeal  may  be 
taken  to  the  court  of  appeals  of  the  District  of  Columbia  in  the  man- 
ner prescribed  by  the  rules  of  that  court.     (See  Appendix,  pp. .) 

149.  ^^Tien  an  appeal  is  taken  to  the  court  of  appeals  of  the  District 
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of  Columbia,  the  appellant  will  g^ve  notice  thereof  to  the  Commis- 
sioner, and  file  in  tne  Patent  Office,  within  forty  days,  exclusive  of 
Sundays  and  holidays,  from  the  date  of  the  decision  appealed  from, 
his  reasons  of  appeal  specifically  set  forth  in  writing. 

150.  Pro  forma  proceedings  will  not  be  had  in  the  Patent  Office  for 
the  purpose  of  securing  to  applicants  an  appeal  to  the  court  of  appeals 
of  tne  District  of  Columbia. 

(For  forms  of  appeals  and  rules  of  the  court  of  appeals  of  the 
District  of  Columbia  respecting  appeals,  see  Appendix,  pp. .) 

I1RAR1NGS  AND  INTERVIEWS. 

151.  Hearings  will  be  had  by  the  Commissioner  at  10  o'clock  a.  m., 
and  by  the  board  of  examiners-in-chief  at  1  o'clock  p.  m.,  and  by  the 
examiner  of  interferences  at  11  o'clock  a.  m.,  on  the  day  appointed, 
unless  some  other  hour  be  specially  designated.  If  either  party  in 
a  contested  case,  or  the  appellant  in  an  ex  parte  case,  appear  at  the 
proper  time,  he  will  be  heard.  After  the  day  of  hearing,  a  contested 
case  will  not  be  taken  up  for  oral  argument  except  by  consent  of  all 
parties.  If  the  engagements  of  the  tribunal  having  jurisdiction  are 
such  as  to  prevent  the  case  from  being  taken  up  on  the  day  of  hearin<r. 
a  new  assi^ment  will  be  made,  or  the  case  will  be  continued  from  day 
to  day  until  heard.  Unless  it  shall  be  otherwise  ordered  before  the 
hearing  begins,  oral  arguments  wuU  be  limited  to  one  hour  for  each 
party  in  contested  cases,  and  to  one-half  hour  in  other  cases.  After 
a  contested  case  has  been  argued,  nothing  further  relating  theret'j 
will  be  heard  unless  upon  request  of  the  tribunal  having  jurisdiction 
of  the  case;  and  all  interviews  for  this  purpose  with  parties  in  inter- 
est or  their  attorneys  will  be  invariably  denied. 

152.  Interviews  with  examiners  concerning  applications  and  other 
matters  pending  before  the  office  must  be  had  in  the  examiners'  rooms 
at  such  times,  within  office  hours,  as  the  resj)ective  examiners  may 
designate;  in  the  absence  of  the  primary  examiners,  with  the  assistant 
in  charge.  Interviews  will  not  be  permitted  at  any  other  time  or 
place  without  the  written  authority  of  the  Commissioner.  Inter- 
views for  the  discussion  of  pending  applications  will  not  be  had  prior 
to  the  first  official  action  thereon. 

3I0TI0N8. 

153.  In  contested  cases  reasonable  notice  of  all  motions,  and  copies 
of  motion  papers  and  affidavits,  nuust  be  served,  as  provided  in  Rule 
154  (2).  Proof  of  such  service  must  be  made  before  the  motion  will 
be  entertained  by  the  Office.  Motions  will  not  l)e  heard  in  the  absence 
of  either  party  except  upon  default  after  due  notice.  Motions  will 
be  heard  in  the  fir.-^t  instance  by  the  officer  or  tribunal  before  whom 
the  particular  case  may  be  pending;  but  an  appeal  from  the  deicision 
rendered  mav  be  taken  on  questions  involving  the  merits  of  the  case 
to  the  board  of  examiners-in-chief ;  on  other  questions,  directly  to 
the  Commissioner.  In  original  hearings  on  motions  the  moving  par- 
ties shall  have  the  right  to  make  the  opening  and  closing  arguments. 
In  contested  cases  the  practice  on  points  to  which  the  rules  shall  not 
be  applicable  will  conform,  as  near  as  possible,  to  that  of  the  Unitecl 
States  courts  in  equity  proceedings. 
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TESTIMONY  IN  INTERFERENCES  AND  OTHER  CONTESTED  CASES. 

154.  The  following  rules  have  been  established  for  taking  and 
transmitting  testimony  in  interferences  and  other  contested  cases: 

(1)  Before^  the  depositions  of  witnesses  are  taken  by  either  party 
due  notice  shall  l)e  given  to  the  opposing  party,  as  hereinafter  pro- 
vided, of  the  time  when  and  place  where  tne  depositions  will  be  taken, 
of  the  cause  or  matter  in  which  they  are  to  be  used,  and  of  the  names 
and  residencies  of  the  witnesses  to  be  examined,  and  the  opposing 
party  shall  have  full  opportunity,  either  in  person  or  by  attorney, 
to  cross-examine  the  witness.  If  the  opposing  party  shall  attend  the 
examination  of  witnesses  not  named  m  the  notice,  and  shall  either 
cross-examine  such  witnesses  or  fail  to  object  to  their  examination, 
he  shall  be  deemed  to  have  waived  his  right  to  object  to  such  exam- 
ination for  want  of  notice.  Neither  party  shall  take  testimony  in 
more  than  one  place  at  the  same  time,  nor  so  nearly  at  the  same  time 
that  reasonable  opportunity  for  travel  from  one  place  of  examination 
to  the  other  can  not  be  had. 

(2)  The  notice  for  taking  testimony  or  for  motions  must  be  served 
(unless  otherwise  stipulated  in  an  instrument  in  writing  filed  in  the 
case)  upon  the  attorney  of  record,  if  there  be  one,  or,  if  there  l)e  no 
attorney  of  record,  upon  the  adverse  pnrty.  Reasonable  time  must 
be  given  therein  for  such  adverse  party  to  reach  the  place  of  exam- 
ination. Service  of  such  notice  may  be  made  in  either  of  the  follow- 
ing ways:  (1)  By  delivering  a  copy  of  the  notice  to  the  adverse 
party  or  his  attorney;  (2)  by  leavnig  a  copy  at  the  usual  place  of 
business  of  the  adverse  party  or  his  attorney  with  some  one  in  his 
employment;  (3)  when  such  adverse  party  or  his  attorney  has  no 
usual  place  of  business  by  leaving  a  copy  at  his  residence,  with  a 
member  of  his  faniily  over  14  years  of  age  and  of  discretion;  (4) 
transmission  by  registered  letter;  (5)  by  express.  Whenever  it  shall 
be  satisfactorily  shown  to  the  Commissicmer  that  neither  of  the  above 
modes  of  obtaining  or  reserving  notice  is  practicable,  the  notice  may 
be  published  in  the  Official  Gazette.  Such  notice  shall,  w^ith  sworn 
proof  of  the  fact,  time,  and  mode  of  service  thereof,  be  attached  to 
the  deposition  or  de])ositions  whether  the  opposing  party  shall  have 
cross-examined  or  not. 

(3)  Each  witness  before  testifying  shall  be  duly  sworn  according 
to  law  by  the  officer  before  whom  his  deposition  shall  be  taken.  The 
deposition  shall  be  carefully  read  over  by  the  witness  or  by  the  officer 
to  him  and  shall  then  be  subscribed  by  the  witness  in  the  presence 
of  the  officer.  The  officer  shall  annex  to  the  deposition  his  certificate 
showing  (1)  the  due  administration  of  the  oatn  by  the  officer  to  the 
witness  before  the  commencement  of  his  testimony;  (2)  the  name 
of  the  person  by  whom  the  testimony  was  written  out  and  the  fact 
that,  if  not  written  by  the  officer,  it  was  written  in  his  presence;  (3) 
the  presence  or  absence  of  the  adverse  [)arty;  (4)  the  place,  day,  and 
hour  of  conmiencing  and  taking  the  deposition;  (5)  the  reading  by 
or  to  each  witness  of  his  deposition  before  he  signs  the  same ;  and  (6) 
the  fact  that  the  officer  was  not  connected  by  blood  or  marriage  with 
either  of  the  parties  nor  interested,  directly  or  indirectly,  in  the 
matter  in  controversy.  The  officer  shall  sign  the  certificate  and  affix 
thereto  his  seal  of  office,  if  he  have  such  seal.    He  shall  then,  without 


186        RULES   AND   REGULATIONS,  DEPARTMENT  OF   INTERIOR. 

delay,  securely  seal  up  all  the  evidence,  notices,  and  paper  exhibits, 
inscribe  upon  the  envelope  a  certificate  givinjr  the  title  of  tlie  case, 
the  name  of  each  witness,  and  the  date  of  sealing,  address  the  pack- 
age, and  forward  the  same  to  the  Commissioner  of  Patents.  If  the 
weight  or  bulk  of  an  exhibit  shall  exclude  it  from  the  envelope,  it 
shall  be  authenticated  by  the  officer  and  transmitted  in  a  separate 
package,  marked  and  addressed  as  above  provided. 

(4)  If  a  party  shall  be  unable  to  take  any  testimony  within  the 
time  limited,  and  desires  an  extension  for  such  purpose,  he  must  file  a 
motion,  accompanied  by  a  statement  under  oath  setting  forth  spe- 
cifically the  reason  why  such  testimony  has  not  been  taken,  and  dis- 
tinctly averring  that  such  motion  is  made  in  good  faith,  and  not  for 
the  purpose  of  delay.  If  either  party  shall  be  unable  to  procure  the 
testimony  of  a  witness  or  witnesses  within  the  time  limited,  and 
desires  an  extension  for  such  purpose,  he  must  file  a  motion,  accom- 
panied by  a  statement  under  oath  setting  forth  the  cause  of  such  ina- 
oility,  the  name  or  names  of  such  witness  or  witnesses,  the  facts 
expected  to  be  proved  by  such  witness  or  witnesses,  the  steps  which 
have  been  taken  to  procure  such  testimony,  and  the  dates  on  which 
efforts  have  been  made  to  procure  it.     (See  Rule  153.) 

(5)  When  a  party  relies  upon  a  caveat  to  establish  the  date  of  his 
invention,  the  caveat  itself,  or  a  certified  copy  thereof,  must  be  filed 
in  evidence,  with  due  notice  to  the  opposite  party. 

(6)  Upon  notice  given  to  the  opposite  party  before  the  closing  of 
the  testimony,  any  official  record,  and  any  special  matter  contained  in 
a  printed  publication,  if  competent  evidence  and  pertinent  to  the 
issue,  may  be  used  as  evidence  at  the  hearing. 

(7)  All  depositions  which  are  taken  must  oe  duly  filed  in  the  Patent 
Office.  On  refusal  to  file,  the  office  at  its  discretion  will  not  further 
hear  or  consider  the  contestant  with  whom  the  refusal  lie.s;  and  the 
Office  may,  at  its  discretion,  receive  and  consider  a  copy  of  the  with- 
held deposition,  attested  by  such  evidence  as  is  procurable. 

155.  The  pages  of  each  deposition  must  be  numbered  consecutively, 
and  the  name  of  the  witness  plainly  and  conspicuously  written  at  the 
top  of  each  page.  The  testimony  must  be  written  upon  legal  cap  or 
foolscap  paj)er,  with  a  wide  margin  on  the  left-hand  side  of  the  page, 
and  with  the  writing  on  one  side  only  of  the  sheet. 

156.  The  testimony  will  be  taken  in  answer  to  interrogatories,  with 
the  questions  and  answers  committed  to  writing  in  their  regular 
order  by  the  officer,  or,  in  his  presence,  by  some  person  not  interested 
in  the  case,  either  as  a  party  thereto  or  as  attorney.  But  with  the 
written  consent  of  the  parties  the  testimony  may  be  taken  stenograph- 
ically,  and  the  deposition  may  be  written  out  by  other  persons  in  the 
presence  of  the  onicer. 

AVhere  testimony  is  taken  stenographically,  a  long-hand  or  type- 
written co])y  shall  be  read  to  the  witness,  or  read  over  by  him,  as 
soon  as  it  can  be  made,  and  shall  be  signed  by  him  as  provided  in 
paragraph  3  of  Rule  154.  No  officer  who  is  connected  by  blood  or 
marriage  with  either  of  the  parties,  or  interested,  directly  or  indi- 
rectly, in  the  matter  in  controversy,  either  as  counsel,  attorney,  agent, 
or  otherwise,  is  competent  to  take  depositions,  unless  with  the  written 
consent  of  all  the  parties. 
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157.  By  leave  of  the  Coniniissioner,  first  obtained,  testimony  taken 
in  an  interference  proceeding  may  be  used  in  any  other  or  subse- 
quent interference  pro(.»eeding,  so  far  as  relevant  and  material,  subject, 
however,  to  the  right  of  any  contesting  party  to  recall  witnesses 
whose  depositions  have  been  taken,  and  to  take  other  testimony  in 
rebuttal  of  the  depositions. 

158.  By  leave  of  the  Commissioner,  first  obtained,  testimony  may 
be  taken  in  foreign  countrie^s,  upon  complying  with  the  following 
requirements : 

(1)  Such  permission  will  be  granted  only  upon  motion  duly  made. 
(See  Rule  153.)  The  motion  must  designate  a  place  for  the  examina- 
tion of  the  witnesses  at  which  an  officer  duly  qualified  to  take  testi- 
mony under  the  laws  of  the  United  States  in  a  foreign  country  shall 
reside,  and  it  must  be  accompanied  by  a  statement  under  oath  that 
the  motion  is  made  in  good  laith,  and  not  for  purposes  of  delay  or 
of  vexing  or  harassing  any  party  to  the  case:  it  must  also  set  forth 
the  names  of  the  witnesses,  the  particular  facts  to  which  it  is  ex- 
pected each  will  testify,  and  the  grounds  on  which  is  based  the 
belief  that  each  will  so  testify. 

(2)  It  must  appear  that  the  testimony  desired  is  material  and 
competent,  and  that  it  can  not  be  taken  in  this  country  at  all,  or  can 
not  be  taken  here  without  hardship  and  injuiy  to  the  moving  party 
greatly  exceeding  that  to  which  the  opposite  party  will  be  exposed  by 
the  taking  of  such  testimony  abroad. 

(3)  Upon  the  granting  of  such  motion,  a  time  will  be  set  within 
which  the  moving  party  shall  file  in  duplicate  the  interrogatories  to 
be  propounded  to  each  witness,  and  serve  a  copy  of  the  same  upon 
each  adverse  party,  who  may,  within  a  designated  time,  file,  in  dupli- 
cate, cross-interrogatories.  Objections  to  any  of  the  interrogatories 
or  cross-interrogatories  may  be  filed  at  any  time  before  the  deposi- 
tions are  taken,  and  such  objections  will  be  considered  and  deter- 
mined upon  the  hearing  of  the  case. 

(4)  As  soon  as  the  interrogatories  and  cross-interrogatories  are  de- 
cided to  be  in  proper  form,  the  Commissioner  will  cause  them  to  be 
forwarded  to  the  proper  officer,  with  the  request  that,  upon  payment 
of,  or  satisfactorv  securitv  for,  his  official  fees,  he  notifv  the  witnesses 
named  to  appear  before  him  withm  a  designated  time  and  make 
answers  thereto  under  oath;  and  that  he  reduce  their  answers  to 
writing,  and  transmit  the  same,  under  his  official  st»al  and  signature, 
to  the  Commissioner  of  Patents,  with  the  certificate  prescribed  in 
Rule  154  (3). 

(5)  By  stipulation  of  the  parties  the  i-equirements  of  paragraph  3 
as  to  written  interrogatories  and  cross- interrogatories  may  be  dis- 
pensed with,  and  the  testimony  may  be  taken  before  the  proper  officer 
upon  oral  interrogatories  by  the  parties  or  their  agents. 

(6)  Unless  false  swearing  in  the  giving  of  such  testimony  before 
the  officer  taking  it  shall  be  punishable  as  periury  under  the  laws  of 
the  foreign  state  where  it  shall  In*  taken,  it  will  not  stand  on  the  same 
footing  in  the  Patent  Office  as  testimony  duly  taken  in  the  United 
States ;  but  its  weight  in  each  case  will  be  determined  by  the  tribunal 
having  jurisdiction  of  such  case. 

159.  Evidence  touching  the  matter  at  issue  will  not  be  considered 
on  the  hearing  which  shall  not  have  been  taken  and  filed  in  com- 
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pliance  with  these  rules.  But  notice  will  not  be  taken  of  merely 
formal  or  te<;hnical  objections  which  shall  not  appear  to  have 
wrought  a  substantial  injury  to  the  jmrty  raising  them;  and  in  case 
of  such  injury  it  must  be  made  to  appear  that,  as  soon  as  the  party 
l>ecame  aware  of  the  ground  of  objection,  he  gave  notice  thereof  to 
the  Office,  and  also  to  the  opposite  party,  informing  him  at  the  same 
time  that,  unless  it  should  be  removed,  he  (the  objector)  should  urge 
his  objection  at  the  hearing.  This  rule  is  not  to  l>e  so  construed  as 
to  modify  established  rules  of  evidence,  which  will  be  applied  strictly 
in  all  practice  before  the  Office. 

160.  The  law  requires  the  clerks  of  the  various  courts  of  the  ITnited 
States  to  issue  subpoenas  to  secure  the  attendance  of  witne^^ses  whose 
depositions  are  desired  as  evidence  in  contested  cases  in  the  Patent 
Onice. 

1()1.  After  testimony  is  filed  in  the  Office  it  may  be  inspected  by 
any  party  to  the  case,  but  it  can  not  be  withdrawn  for  the  purpose 
of  printing.  It  may  be  printed  by  someone  specially  designated  by 
the  Office  tor  that  purpose,  under  pn^per  restrictions. 

162.  Thirty-one  or  more  printed  copies  of  the  testimony  must  be 
furnished,  five  for  the  use  or  the  Office,  one  for  each  of  the  opposing 
parties,  and  twenty-five  for  the  court  of  appeals  of  the  District  of 
Columbia,  should  appeal  be  taken.  If  no  appeal  be  taken,  the 
twenty-five  copies  will  l>e  returned  to  the  parly  filing  them.  The 
preliminaiT  statement  required  by  Kule  110  must  he  printed  p-;  a 
part  of  the  record.  These  copies  must  be  filed  not  less  than  ten  dajrs 
iDcfore  the  day  of  hearing.  They  will  be  of  the  same  size,  both  page 
and  print,  as  the  Rules  of  Practice,  with  the  lunnes  of  the  witnesses 
at  the  top  of  the  pages  over  their  testimony,  and  will  contain  indexes 
with  the  names  of  all  witnesses  and  reference  to  the  pages  where 
copies  of  papers  and  documents  introduced  as  exhibits  are  shown. 

When  it  shall  ajipear,  on  motion  duly  made  and  by  satisfactory 
proof,  that  a  party,  by  reason  of  poverty,  is  unable  to  print  his  testi- 
mony, the  printing  mav  be  dispiMised  with;  but  in  such  case  type- 
written copies  must  be  :^urnished — one  for  the  Office  and  one  for  each 
adverse  party.  Printing  of  the  testimony  can  not  be  dispensed  with 
upon  the  stipulation  of  the  parties. 

163.  Briers  in  all  contested  cases  shall  be  submitted  in  i)rinted 
form,  and  shall  be  of  the  same  size  and  the  same  as  to  page  and  j)rint 
as  the  printed  copies  of  testimony,  but  in  case  satisfactory  reason 
therefor  is  shown  to  the  Office,  typewritten  briefs  may  be  submitted. 
Briefs  shall  be  filed  three  days  l)efore  the  hearing,  except  as  pro- 
vided in  Rule  147.  Bv  consiMit  of  the  parties  thev  mav  be  filed  later, 
but  in  any  case  must  be  filed  l)efure  the  hearing.  If  either  party  fail 
to  comply  with  this  re«j:nlati()n,  no  extension  of  time  will  be  granted 
for  the  purpose,  except  upon  conscMit  of  the  adverse  parties. 

ISSIK. 

1()4.  If.  on  exaiiiiniition,  it  shall  a|)pear  that  the  applicant  is  justly 
entitled  to  a  ]>atent  inuler  the  law.  a  notice  of  allowance  will  1k»  sent 
him  or  his  attorney,  calling  for  the  payment  of  the  final  fee  within 
six  months  from  the  date  of  such  notice  of  allowance,  upon  the  re- 
ceipt of  which  within  the  time  fixed  by  law  the  patent  will  be  pre- 
pared for  issue.     (See  Rules  200,  207.) 
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165.  After  notice  of  the  allowance  of  an  application  is  given,  the 
case  will  not  be  withdrawn  from  issue  except  by  approval  ofthe  Com- 
missioner, and  if  withdrawn  for  further  action  on  the  part  of  the 
OflSce  a  new  notice  of  allowance  will  be  given.  When  the  final  fee 
has  been  paid  upon  an  application  for  letters  patent,  and  the  case  has 
received  its  date  and  number,  it  will  not  be  withdrawn  or  suspended 
from  issue  on  account  of  any  mistake  or  change  of  purpose  of  the  ap- 
plicant or  his  attorney,  nor  for  the  purpose  of  enaoling  the  inventor 
to  procure  a  foreign  patent,  nor  for  any  other  reasons  except  mistake 
on  the  part  of  the  Office,  or  because  of  fraud,  or  illegality  in  the 
application,  or  for  interference.    (See  Rule  78.) 

166.  Whenever  the  Commissioner  shall  direct  the  withdrawal  of 
an  application  from  issue  on  request  of  an  applicant  for  reasons  not 
prohibited  by  Rule  165,  such  withdrawal  shall  not  operate  to  stay  the 
period  of  one  year  running  against  the  application,  which  begins  to 
attach  from  the  date  of  the  notice  of  allowance. 

DATE,   DURATION,   AND   FORM   OF   PATENTS. 

167.  Every  patent  will  bear  date  as  of  a  day  not  later  than  six 
months  from  the  time  the  application  was  passed  and  allowed  and 
notice  thereof  was  mailed  to  the  api)licant  or  his  attorney,  if  within 
that  period  the  final  fee  be  paid  to  the  Commissioner  of  Patents,  or 
if  it  be  paid  to  the  Treasurer  or  any  of  the  assistant  treasurers  or 
designated   depositaries  of  the   United   States,   and   the  certificate 

Eromptly  forwarded  to  the  Commissioner  of  Patents;  and   if  the 
nal  fee  be  not  paid  within  that  period,  the  patent  will  be  withheld. 
(See  Rule  175.) 
A  patent  will  not  be  antedated. 

168.  Every  patent  will  contain  a  short  title  of  the  invention  or 
discovery  indicating  its  nature  and  object,  and  a  grant  to  the  patentee, 
his  heirs  and  assigns,  for  the  term  of  seventeen  years,  of  the  exclusive 
right  to  make,  use,  and  vend  the  invention  or  discovery  throughout 
the  United  States  and  the  Territories  thereof.  The  auration  of  a 
design  patent  may  be  for  the  term  of  three  and  a  half,  seven,  or 
fourteen  years,  as  provided  in  Rule  80.  A  copy  of  the  specifications 
and  drawings  will  be  annexed  to  the  patent  and  form  pait  thereof. 

DELIVERY. 

169.  The  patent  will  be  delivered  or  mailed  on  the  day  of  its  date 
to  the  attorney  of  record,  if  there  be  one;  if  not,  to  the  patentee;  or, 
if  the  attorney  so  request,  to  the  patentee  or  assignee  of  an  interest 
therein. 

CORRECTION  OF  ERRORS  IN  LETTERS  PATENT. 

170.  Wlienever  a  mistake,  incurred  through  the  fault  of  the  Office, 
is  clearly  disclosed  by  the  records  or  files  of  the  Office,  a  certificate, 
stating  the  fact  and  nature  of  such  mistake,  signed  by  the  (\)mmis- 
sioner  of  Patents,  and  sealed  with  the  seal  of  the  Patent  Office,  will, 
at  the  request  of  the  patentee  or  his  assignee,  Ih»  indorsed  without 
charge  upon  the  letters  patent,  and  recorded  in  the  records  of  patents, 
and  a  printed  copy  thereof  attached  to  each  printed  copy  of  the  speci- 
fication and  drawing. 
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Whenever  a  mistake,  incurred  through  the  fault  of  the  Office,  con- 
stitutes a  sufficient  le^al  ground  for  a  reissue,  such  reissue  will  be 
made,  for  the  correction  of  such  mistake  only,  without  charge  of 
Office  fees,  at  the  request  of  the  patentee. 

Mistakes  not  incurred  through  the  fault  of  the  Office,  and  not  afford- 
ing legal  grounds  for  reissues,  w^ill  not  be  corrected  after  the  delivery 
of  the  letters  patent  to  the  patentee  or  his  agent. 

Changes  or  corrections  will  not  be  made  in  letters  patent  after  the 
delivery  thereof  to  the  patentee  or  his  attorney,  except  as  above 
provided. 

ABANDONED,  FORFEITED,   REVIVED,   AND   RENEWED  APPLICATIONS. 

171.  An  abandoned  application  is  one  which  has  not  been  com- 
pleted and  prepared  for  examination  within  one  -year  after  the 
tiling  of  the  petition,  or  which  the  applicant  has  failed  to  prosecute 
withm  one  year  after  any  action  therein  of  which  notice  has  been  duly 
given  (see  Rules  81  and  77),  or  which  the  applicant  has  expressly 
abandoned  by  filing  in  the  Office  a  written  declaration  of  abandon- 
ment, signed  by  himself  and  assignee,  if  any,  identifying  his  appli- 
cation by  title  of  invention,  serial  nun)ber,  and  date  of  hling.  (See 
Rule  60.) 

Prosecution  of  an  application  to  save  it  from  abandonment  must 
include  such  proper  action  as  the  condition  of  the  case  may  require. 
The  admission  of  an  amendment  not  responsive  to  the  last  oiBcial 
action,  or  refusal  to  admit  the  same,  and  any  prm^eodings  relative 
thereto,  shall  not  operate  to  save  the  apj)lication  from  abandonment 
under  section  4894  of  the  Revised  Statutes. 

172.  Before  an  application  abandoned  by  failure  to  complete  or 
prosecute  can  be  revived  as  a  pending  application,  it  must  he  shown 
to  the  satisfaction  of  the  Commissioner  that  the  delay  in  the  prose- 
cution of  the  same  was  unavoidable. 

173.  When  a  new  application  is  filed  in  place  of  an  abandoned 
or  rejected  application,  a  new  petition,  specification,  oath,  drawing, 
and  fee  will  be  required;   but  the  old  model,  if  suitable,  may  be  used. 

174.  A  forfeited  application  is  one  upon  which  a  patent  has  been 
withheld  for  failure  to  pay  the  final  fee  within  the  prescribed  time. 
(See  Rule  167.) 

175.  When  the  patent  has  been  withheld  by  reason  of  nonpayment 
of  the  final  fee,  any  person,  whether  inventor  or  assignee,  who  has 
an  interest  in  the  invention  for  which  such  patent  was  ordered  to 
issue  may  file  a  renewal  of  the  application  for  the  same  invention; 
but  such  second  application  must  be  made  within  two  years  after  the 
allowance  of  the  original  application.  Upcm  the  hearing  of  such  new 
application  abandonment  will  be  considered  as  a  (luestion  of  fact. 

176.  In  such  renewal  the  oath,  petition,  specification,  drawing,  and 
model  of  the  original  application  may  be  used  for  the  second  applica- 
tion, but  a  new  tee  will  be  required.  The  second  a|)j)lication  will  not 
be  regarded  for  all  purposes  as  a  continuation  of  the  original  one, 
but  must  bear  date  ironi  the  time  of  renewal  and  be  subject  to  ex- 
amination like  an  original  application. 

177.  Forfeited  and  abandoned  applications  will  not  be  cited  as 
references. 
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178.  Notice  of  the  filing  of  subsequent  applications  will  not  be 
given  to  applicants  while  their  cases  remain  forfeited. 

179.  Copies  of  the  files  of  forfeited  and  abandoned  applications 
may  be  furnished  when  ordered  bjr  the  Commissioner.  The  requests 
for  such  copies  must  be  presented  in  the  form  of  a  petition  properly 
verified  as  to  all  matters  not  appearing  of  record  in  the  Patent  Office. 
(See  Form  34.) 

EXTENSIONS. 

180.  Patents  can  not  be  extended  except  by  act  of  Congress. 

DISCLAIMERS. 

181.  Whenever,  through  inadvertence,  accident,  or  mistake,  and 
without  any  fraudulent  or  deceptive  intention,  a  patentee  has  claimed 
as  his  invention  or  discovery  more  than  he  had  a  right  to  claim  as 
new,  his  patent  shall  be  valid  for  all  that  part  which  is  truly  and 
justly  his  own,  provided  the  same  is  a  material  or  substantial  part 
of  the  thing  patented;  and  any  such  patentee,  his  heirs  or  assigns, 
whether  of  the  whole  or  any  sectional  interest  therein,  may,  on  pay- 
ment of  the  fee  required  by  law  ($10),  make  disclaimer  of  such  parts 
of  the  thing  patented  as  he  or  they  shall  not  choose  to  claim  or  to  hold 
by  virtue  of  the  patent  or  assim'iment,  stating  therein  the  extent  of 
his.  interest  in  such  patent.  Such  disclaimer  shall  be  in  writing, 
attested  by  one  or  more  witnesses,  and  recorded  in  the  Patent  Office; 
and  it  shall  thereafter  be  considered  as  part  of  the  original  specifica- 
tion to  the  extent  of  the  interest  possessed  by  the  claimant  and  bv 
those  claiming  under  him  after  the  record  thereof.  But  no  such 
disclaimer  shall  alfect  any  action  pending  at  the  time  of  filing  the 
same,  except  as  to  the  question  of  unreasonable  neglect  or  delay  in 
filing  it. 

182.  Such  disclaimer  must  be  distinguished  from  those  which  are 
embodied  in  original  or  reissue  applications,  as  first  filed  or  subse- 
quently amended,  referring  to  matter  shown  or  described,  but  to  which 
the  disclaimant  does  not  choose  to  claim  title,  and  also  from  those 
made  to  avoid  the  continuance  of  an  interference.  Such  disclaimers 
must  be  signed  by  the  applicant  in  person  and  must  be  duly  witnessed, 
and  reauire  no  tee.  (oee  Rule  107.  For  forms  of  disclaimers,  see 
Appendix,  Forms  27  and  28.) 

CAVEATS. 

18*^.  A  caveat,  under  the  |>atc'nt  law,  is  a  notice  given  to  the  Pat- 
ent Office  of  the  caveator's  claim  as  inventor,  in  order  to  prevent 
the  grant  of  a  pat(»nt  to  another  person  for  the  same  alleged  inven- 
tion upon  an  application  filed  during  the  life  of  the  caveat  without 
notice  to  the  cav(»ator. 

184.  Any  person  who  has  made  a  new  invention  or  discovery  and 
desires  further  time  to  mature  the  same  niav,  on  |)avment  of  a  fee  of 
$10,  file  in  the  Patent  Office  a  caveat  setting  forth  the  object  and  the 
distinguishing  characteristics  of  the  invention,  and  praying  protec- 
tion of  his  right  until  he  shall  have  matured  his  invention.  Such 
caveat  shall  be  filed  in  the  confidential  archives  of  the  Office  and  pre- 
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served  in  secrecy,  and  shall  be  operative  for  the  term  of  one  year 
from  the  filing  thereof. 

185.  The  caveat  may  be  renewed,  on  request  in  writing,  by  the 
payment  of  a  second  caveat  fee  of  $10,  and  it  will  continue  in  force 
for  one  year  from  the  date  of  the  payment  of  such  second  fee.  Sub- 
sequent renewals  may  be  made  wnth  like  effect.  If  a  caveat  be  not 
renewed,  it  will  still  be  preserved  in  the  secret  archives  of  the  Office. 

186.  The  caveat  must  comprise  a  specification,  oath,  and,  when  the 
nature  of  the  case  admits  of  it,  a  drawing,  and,  like  an  application 
for  a  patent,  must  be  limited  to  a  single  invention  or  improvement. 

187.  The  same  particularity  of  description  is  not  required  in  a 
caveat  as  in  an  application  for  a  patent,  but  the  caveat  must  set  forth 
the  object  of  the  invention  and  the  distinguishing  characteristics 
thereoi,  and  it  should  be  sufficiently  precise  to  enable  the  Office  to 
judge  whether  there  is  a  probable  interference  when  a  subsequent 
application  is  filed  for  a  similar  invention.  If,  upon  examination, 
a  caveat  be  found  defective  in  this  respect,  amendment  will  be  re- 
quired. Without  compliance  with  Rules  184,  186,  187,  and  189,  the 
caveator  will  not  be  entitled  to  the  notice  provided  for  in  Rule  190. 

188.  The  oath  of  the  caveator  must  set  forth  that  he  l)elieves  him- 
self the  original  and  first  inventor  of  the  art,  machine,  or  improve- 
ment set  foilh  in  his  caveat.     (See  Rule  46.) 

189.  The  caveat  should  be  accompanied,  when  practicable,  by  full 
and  accurate  drawings,  separate  from  the  specification,  well  executed 
on  tracing  muslin  or  paper  that  may  be  folded.     (See  Rule  51.) 

190.  If  at  any  time  within  one  year  after  the  filing  or  renewal  of  a 
caveat  another  pereon  shall  file  an  application  for  an  invention  which 
would  in  any  manner  interfere  with  the  invention  set  forth  in  such 
caveat,  then  such  application  will  be  suspended  and  notice  thereof 
will  l>e  sent  to  the  person  filing  the  caveat. 

If  the  caveator  shall  file  a  complelo  application  within  the  time 
prescribed,  and  if  the  invention  be  found  patentalle,  he  will  be 
entitled  to  an  interference  with  the  previous  appli<!ation,  for  the 
urpose  of  proving  priority  of  invention  and  obtaining  the  patent  if 
e  be  adjucfged  the  prior  inventor.  The  caveator,  if  he  would  avail 
himself  of  his  caveat,  must  file  his  application  within  three  months 
fi'om  the  expiration  of  the  time  regularly  required  for  the  transmis- 
sion to  him  of  the  notice  deposited  in  the  post-office  at  Washington. 
The  dav  on  which  the  time  for  filing  expires  will  be  mentioned  in 
the  notice  or  indorsement  thereon. 

11)1.  The  caveator  will  not  be  entitled  to  notice  of  any  application 
pending  at  the  time  of  filing  his  caveat,  nor  of  any  application  filed 
after  the  expiration  of  one  year  from  the  date  of  the  filing  or  renewal 
thereof. 

11)2.  A  caveat  confers  no  rights  and  affords  no  protection  except  as 
to  notice  of  an  interfering  api)licati()n  filed  during  its  life,  giving  the 
caveator  the  opportunity  ot  proving  priority  of  invention  if  he  so 
desires.  It  may  be  used  as  evidence  in  contests,  as  provided  in  Rule 
154(5). 

193.  There  is  no  provision  of  law  making  the  caveat  assignable, 
although  the  alleged  invention  therein  set  forth  is  assignable,  and 
the  caveat  may  be  used  as  means  of  identifj^ng  the  invention  trans- 
ferred in  an  assignuient. 
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194.  Caveat  papers  can  not  be  withdrawn  from  the  Office  after 
they  have  been  filed;  but  copies  of  the  papers  may  be  obtained  at 
the  usual  rates  by  the  caveator  or  any  person  duly  authorized  by 
him.  Additional  papers,  if  containing  new  matter^  must  be  filed 
as  a  separate  caveat,  with  another  £e.  (For  caveat  forms,  see 
Appendix,  Forms  11  and  17.) 

ASSIGNMENTS. 

195.  Every  patent  or  any  interest  therein  shall  be  assignable  in 
law  by  an  instrument  in  writing;  and  the  patentee  or  his  assigns  or 
legal  representatives  may,  in  like  manner,  grant  and  convey  an  ex- 
clusive ri^ht  under  the  patent  to  the  whole  or  any  specified  part  of 
the  United  States. 

196.  Interests  in  patents  may  be  vested  in  assignees,  in  grantees  of 
exclusive  sectional  rights,  in  mortgagees,  and  in  licensees. 

(1)  An  assignee  is  a  transferee  of  the  whole  interest  of  the  original 
patent  or  of  an  undivided  part  of  such  whole  interest,  extending 
to  every  portion  of  the  XJmted  States.  The  assignment  must  be 
written  or  printed  and  duly  siped. 

(2)  A  grantee  acquires  by  the  grant  the  exclusive  right,  under  the 
patent,  to  make,  use,  and  vend,  and  to  grant  to  others  tne  right  to 
make,  use,  and  vend,  the  thing  patented  within  and  throughout  some 
specified  part  of  the  United  States,  excluding  the  patentee  therefrom. 
The  grant  must  be  written  or  printed  and  be  duly  signed. 

^3)  A  mortgage  must  be  written  or  printed  and  be  duly  signed. 

(4)  A  licensee  takes  an  interest  less  than  or  different  from  either  of 
the  others.  A  license  may  be  oral,  written,  or  printed,  and  if  writ- 
ten or  printed^  must  be  duly  signed. 

197.  An  assignment,  grant,  or  conveyance  of  a  patent  will  be  void 
as  against  any  subsequent  purchaser  or  mortgagee  for  a  valuable  con- 
sideration without  notice  unless  recorded  in  the  Patent  Office  within 
three  months  from  the  date  thereof. 

If  any  such  assignment,  grant,  or  conveyance  of  any  patent  shall 
be  acknowledged  before  any  notary  public  of  the  several  States  or 
Territories  or  the  District  of  Columbia,  or  any  commissioner  of  the 
United  States  circuit  court,  or  before  any  secretary  of  legation  or 
consular  officer  authorized  to  administer  oaths  or  perform  notarial 
acts  under  section  1750  of  the  Revised  Statutes,  the  certificate  of  such 
acknowledgment,  under  the  hand  and  official  seal  of  such  notary  or 
other  officer,  shall  be  prima  facie  evidence  ©f  the  execution  of  such 
assignment  or  conveyance. 

198.  No  instrument  will  be  recorded  which  is  not  in  the  English 
language  and  which  does  not,  in  the  judgment  of  the  Commissioner, 
amount  to  an  assignment,  grant,  mortgage,  lien,  incumbrance,  or 
license,  or  which  does  not  anect  the  title  of  the  patent  or  invention 
to  which  it  relates.  Such  instrument  should  identify  the  patent  by 
date  and  number;  or,  if  the  invention  be  unpatented^  the  name  of 
the  inventor,  the  serial  number,  and  date  of  the  application  should 
be  stated. 

199.  Assignments  which  are  made  conditional  on  the  performance 
of  certain  stipulations,  as  the  payment  of  money  if  recorded  in  the 
Office,  are  regarded  as  absolute  assignments  until  canceled  with  the 
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written  consent  of  both  parties  or  by  the  decree  of  a  competent  court. 
The  Office  has  no  means  tor  determining  whether  such  conditions  have 
been  fulfilled. 

200.  In  every  case  where  it  is  desired  that  the  patent  shall  issue  to 
an  assignee,  the  assignment  must  be  recorded  in  the  Patent  Office  at 
a  date  not  later  than  the  day  on  which  the  final  fee  is  paid.  (See 
Rule  26.)  The  date  of  the  record  is  the  date  of  the  receipt  of  the 
assignment  at  the  Office. 

201.  The  receipt  of  assignments  is  generally  acknowledged  bv  the 
Office.  They  are  recorded  in  regular  order  as  promptly  as  possible, 
and  then  transmitted  to  the  persons  entitled  to  them.  (For  form  of 
assignment,  see  Appendix,  Forms  37-42.) 

OFFICE  FEES. 

202.  Nearly  all  the  fees  payable  to  the  Patent  Office  are  positively 
required  by  law  to  be  paid  m  advance — that  is,  upon  making  applica- 
tion for  any  action  by  the  Office  for  which  a  fee  is  payable.  For  the 
sake  of  uniformity  and  convenience,  the  remaining  fees  will  be  re- 
quired to  be  paid  m  the  same  manner. 

203.  The  following  is  the  schedule  of  fees  and  of  prices  of  publica- 
tions of  the  Patent  Office : 

On  filing  each  original  application  for  a  patent  except  In  design  cases $15. 00 

On  Issuing  each  original  patent,  except  In  design  cases 20. 00 

In  design  cases : 

For  three  years  and  six  months 10. 00 

For  seven  years 15.00 

For  fourteen  years 30. 00 

On  filing  each  caveat 10.00 

On  every  application  for  the  reissue  of  a  patent .30.00 

On  filing  each  disclaimer 10.00 

On  an  appeal  for  the  first  time  from  the  primary  examiner  to  the  exam- 
iners in  chief 10.00 

On  every  appeal  from  the  examiner  In  chief  to  the  Commissioner 2*>.  00 

For  certified  copies  of  patents  If  in  print : 

For  specification  and  drawing,  per  copy .Oo 

For  the  certificate .2r» 

For  the  grant .50 

For  certifying  to  a  duplicate  of  a  model .50 

For  manuscript  copies  of  records,  for  ever>'  100  words  or  fraction  thereof.  .  10 

If  certified,  for  the  certificate,  additional .25 

For  20-coupon  orders,  each  coupon  j;ood  for  one  copy  of  a  printed  si)eclfi- 
catlon  and  drawing,   and  receivable  In  payment  for  prints.   Official 

Gazette,  and  Roster  of  Attorneys 1.00 

For  100  coupons  In  stub  book 5.00 

For  uncertified  copies  of  the  si)ecifications  and  accompanying  drawln^js 

of  patents,  if  In  print,  each .05 

When  ordered  by  subclasses,  each .03 

When  ordered  by  classes,  each .02 

And  when  the  entire  set  of  all  patents  granted  is  ordered,  each .01 

For  the  drawings,  if  in  print .05 

For  copies  of  drawings  not  in  print,  the  reasonable  cost  of  making  them. 
For  photo  prints  of  drawings,  for  each  sheet  of  drawings: 

Size  10  by  15  Inches,  per  copy .25 

Size  7  by  11  inches,  per  copy i. ,15 

For  recording  every  assignment,  agreement,  power  of  attorney,  or  other 

pai>er,  of  .'300  words  or  under 1.00 

Of  over  300  and  under  1.000  words 2.00 

Of  over  1,000  words 3.00 

For  abstracts  of  title  to  patents  or  Inventions: 

For  the  certificate  of  search 1.00 

For  each  brief  from  the  digest  of  assignments ,  20 
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For  searching  titles  or  records,  one  hour  or  less $0. 50 

Each  additional  hour  or  fraction  thereof .  50 

For  assistance  to  attorneys  in  the  examination  of  publications  in  the 

scientific  library,  one  hour  or  less 1. 00 

Each  additional  hour  or  fraction  thereof 1.00 

For  copies  of  matter  hi  any  foreign  language,  for  every  100  words  or  a 

fraction  thereof .  10 

For  translation,  for  every  100  words  or  fraction  thereof .  50 

The  Official  Gazette : 

To  subscribers  withhi  the  United  States,  Mexico,  and  Canada,  one 

year 5. 00 

To  foreign  subscribers,  except  in  Canada  and  Mexico 10.00 

Single  numbers .  10 

Decision  leaflets .  05 

Trade-mark  supplements •  05 

For  bound  volumes  of  The  Official  Gazette : 

Semiannual  volumes,  from  January  1,  1872,  to  June  30,  1883,  full- 
sheep  binding,  per  volume 4.00 

In  half  sheep  binding,  per  volume 3.50 

Quarterly  volumes,  from  July  1,  1883,  to  December  31,  1902,  full 

sheep  binding,  per  volume 2.75 

Bimnithly  volumes,  from  January  1,  1903,  full  sheep  binding,  per 

volume 2.  50 

For  the  annual  index — from  January,  1872 — full  law  binding,  per  volume.    2. 00 

In  paper  covers,  per  volume 1.00 

For  the  general  index — a  list  of  inventions  patented  from  1790  to  1873 — 

three  volumes,  full  law  binding;  per  set 10.00 

For  the  index  from  1790  to  1836 — one  volume,  full  law  binding 5.00 

For  the  monthly  volumes,  containing  the  specifications  and  photolitho- 
graphed  copies  of  the  drawings  of  all  patents  issued  during  the  month, 

certified,  bound  in  full  sheep,  per  volume 5.00 

In  half  sheep,  per  volume 3.00 

For  the  index  to  patents  relating  to  electricity,  granted  by  the  United 

States  prior  to  June  30,  1882,  one  volume,  250  pages,  bound 5. 00 

In  pai)er  covers 3.00 

Annual  appendixes  for  each  fiscal  year  subsequent  to  June  30,  18S2, 

paper    covers 1.50 

For  Commissioner's  Decisions: 

For  180^70-71,  one  volume,  fuil  law  binding 2.00 

For  1872-73-74,  one  volume,  full  law  binding 2.00 

For  1875-76,  one  volume,  with  decisions  of  United  States  courts  in 

patent  cases,  full  law  binding 2.00 

In  paper  covers 1.00 

Subsequent  annual  volumes  with  decisions  of  United  States  courts,  full 

law  binding,  per  volume 2.00 

In  paper  covers 1.00 

Roster  of  attorneys .20 

•  «•«««• 

204.  An  order  for  a  copy  of  an  assignment  must  give  the  liber  and 
page  of  the  record,  as  well  as  the  name  of  the  inventor;  otherwise  an 
extra  charge  will  be  made  for  the  time  consumed  in  making  any 
search  for  such  assignment. 

205.  Persons  will  not  be  allowed  to  make  copies  or  tracings  from 
the  files  or  records  of  the  Office.  Such  copies  will  be  furnished,  when 
ordered,  at  the  rates  already  specified. 

206.  All  payments  of  money  required  for  office  fees  must  be  made  in 
specie,  Treasury  notes,  national-bank  notes,  certificates  of  deposit, 
post-office  money  orders,  or  certified  checks.  Money  orders  and  checks 
should  be  made  payable  to  the  "  Commissioner  of  I^atents."  Payment 
may  also  be  made  to  the  Treasurer,  or  to  any  of  the  assistant  treas- 
urers of  the  United  States,  or  to  any  of  the  depositaries,  national 
banks,  or  receivers  of  public  money,  designated  by  the  Secretary  of 
the  Treasury  for  that  purpose,  who  shall  give  the  depositor  a  receipt 
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or  certificate  of  deposit  therefor.  This  receipt  or  certificate  of  deposit 
must  be  filed  in  the  Patent  Office  within  ten  days  after  the  money  is 
paid.  Money  sent  by  mail  to  the  Patent  Office  will  be  at  the  risk 
of  the  sender.  Letters  containing  money  should  be  registered.  In  n« 
case  should  money  be  sent  with  models. 

207.  The  weekly  issue  closes  on  Thursday,  and  the  patents  of  that 
issue  bear  date  as  of  the  third  Tuesday  thereafter.  If  the  final  fee  in 
ai\y  application  is  not  paid  on  or  before  Thursday,  the  patent  will 
not  go  to  issue  imtil  the  following  week. 

REPAYMENT  OF  MONET. 

208.  Money  paid  by  actual  mistake,  such  as  a  payment  in  excess,  or 
when  not  required  by  law,  or  by  neglect  or  misinformation  on  the 
part  of  the  Office,  will  be  refunded,  but  a  mere  change  of  purpose  after 
the  payment  of  money,  as  when  a  party  desires  to  withdraw  his  ap- 
plication for  a  patent  or  for  the  registration  of  a  trade-mark,  or  to 
withdraw  an  appeal,  will  not  entitle  a  party  to  demand  such  a  return. 

PUBLICATIONS. 

209.  The  Official  Gazette,  a  weekly  publication  which  has  been 
issued  since  1872,  takes  the  place  of  the  old  Patent  Office  Report.  It 
contains  the  claims  of  all  patents  issued,  including  reissues,  with  por- 
tions of  the  drawings  selected  to  illustrate  the  inventions  claimed.  It 
also  contains  decisions  rendered  by  the  courts  in  patent  cases  and  by 
the  Commissioner  of  Patents,  and  other  special  matters  of  interest  to 
inventors. 

The  Gazette  is  furnished  to  subscribers  at  the  rate  of  $5  per  an- 
num. When  sent  abroad  an  additional  charge  of  $5  is  made  for  the 
payment  of  postage.  Representatives  and  Senators  are  each  entitled 
to  a  copy,  and  each  is  entitled  to  designate  eight  public  libraries  to 
which  the  Gazette  will  be  sent  without  charge.  Single  copies  are 
furnished  for  10  cents  each. 

An  index  is  published  annually,  which  is  sent  to  all  subscribers  and 
designated  libraries  without  additional  cost. 

Printed  volumes  are  issued  monthly,  containing  the  entire  specifica- 
tions and  drawings  of  all  patents  issued  during  the  previous  month. 
These  are  authenticated  by  the  seal  of  the  Office,  and  may  be  used  as 
evidence  throughout  the  United  States.  One  copy  is  deposited  in  the 
Library  of  Congress  and  in  each  State  and  Territorial  library,  and 
one  copy  in  the  custody  of  the  clerk  of  each  United  States  district 
court,  tor  general  reference. 

LIBRARY   REGULATIONS. 

210.  Officers  of  the  Bureau  and  members  of  the  examining  corps, 
only,  are  allowed  to  enter  the  alcoves  or  take  books  from  the  scientific 
library. 

Books  taken  from  this  library  must  be  entered  in  a  register  kept 
for  the  purpose,  and  returned  on  the  call  of  the  librarian.  They 
must  not  be  taken  from  the  building  except  by  permission  of  the 
Commissioner. 

Any  book  lost  or  defaced  must  be  replaced  by  a  new  copy. 
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Patentees  and  others  dqing  business  with  the  Office  can  examine 
the  books  only  in  the  library  hall. 

Translations  will  be  made  only  for  official  use. 

Copies  or  tracings  from  works  in  the  library  will  be  furnished  by 
the  Office  at  the  usual  rates. 

AMENDMENTS  OF  THE  BUIiES. 

211.  All  amendments  of  the  foregoing  rules  will  be  published  in 
the  Official  Gazette. 

QUESTIONS  NOT  SPBCIFICALLT  PROVIDED  FOR. 

212.  All  cases  not  spjecifically  defined  and  provided  for  in  these 
rules  will  be  decided  in  accordance  with  the  merits  of  each  case 
under  the  authority  of  the  Commissioner,  and  such  decision  will  be 
communicated  to  the  interested  parties  in  writing. 

213.  Questions  arising  in  applications  filed  prior  to  January  1, 
1898,  where  these  rules  do  not  apply,  shall  be  governed  by  the  rules 
of  June  18,  1897. 

Frederick  I.  Allen, 

Commisfiioner  of  Patents. 

Approved,  to  take  effect  February  28,  1905. 

E.  A.  Hitchcock, 
Secretary  of  the  Interior. 


APPEITDIX  OF  FOBMS. 
petitions. 

1.  By  a  Soi£  Inventor. 

To  the  Commissioner  of  Patents: 

Your  petitioner, ,  a  citizen  of  the  United  States  and  a  resident 

of ,  In  the  county  of and  State  of (or  subject,  etc.),  whose 

post-office  address  is ,  prays  that  letters  patent  may  be  granted  to  him 

for  the  improvement  in ,  set  forth  in  the  annexed  specification. 

Signed  at ,  in  the  county  of and  State  of ,  this day 

of ,  190.. 


2.  Bt  Joint  Inventors. 

To  the  Commissioner  of  Patents: 

Your  petitioners, and ,  citizens  of  the  United  States 

and   residents,   respectively,   of   ,   in   the   county   of and   State 

of and  of ,  in  the  county  of and  State  of (or  sub- 
jects, etc.),  whose  post-office  addresses  are,  respectively, and ,  pray 

that  letters  patent  may  be  granted  to  them,  as  joint  Inventors,  for  the  Improve- 
ment In ,  set  forth  In  the  annexed  specification. 

Signed  at ,  in  the  county  of and  State  of ,  this day 

Of ,  190— 


8.  Bt  an  Inyentob,  tou  Himsklt  and  Assignee. 

To  the  Commissioner  of  Patents: 

Your  petitioner, ,  a  citizen  of  the  United  States  and  a  resident  of , 

la  tlM  county  of and  State  of    (or  tobject,  et&)i  wtv^a^  \>Qiis^.-^^^:s^ 
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address  is ,  prays  that  letters  patent  may  be  granted  to  himself  and 

,  a  oitlzen  of  the  United  States  and  a  resident  of ,  in  the  county  of 

and  State  of ,  whose  post-office  address  Is ,  as  his  assignee, 

for  the  improvement  in ,  set  forth  in  the  annexed  specification. 

Signed  at ,  in  the  county  of and  State  of ,  this day 

of ,  190— 


4.  PETrnoN  WITH  Power  of  Attobnet. 

To  the  Commissioner  of  Patents: 

Your  petitioner, ,  a  citizen  of  the  United  States  and  a  resident 

of ,  in  the  county  of and  State  of (or  subject  etc.),  whose 

post-office  address  is ,  prays  that  letters  patent  may  be  granted  to  him 

for  the  improvement  in ,  set  forth  in  the  annexed  specification;  and  he 

hereby  appoints ,  of ,  State  of ,  his  attorney,  with  full  power 

of  substitution  and  revocation,  to  prosecute  this  application,  to  make  altera- 
tions and  amendments  therein,  to  receive  the  patent,  and  to  transact  all  business 
in  the  Patent  Office  connected  therewith. 

Signed  at ,  in  the  county  of and  State  of ,  this day 

of ,  190-. 


5.  By  an  Administrator. 

To  the  Commissioner  of  Patents: 

Your  petitioner, ,  a  citizen  of  the  United  States  and  a  resident 

of ,  in  the  county  of and  State  of (or  subject,  etc.),  whose 

post-oflice  address  is ,  administrator  of  the  estate  of ,  late  a  citizen 

of ,  deceased   (as  by  reference  to  the  duly  certified  copy  of  letters  of 

administration,   hereto  annexed,   will   more  fully  api)ear),  prays  that  letters 

patpnt  may  l)e  granted  to  him  for  the  invention  of  the  said (improvement 

in ),  set  forth  in  tlie  annexed  specification. 

Signed  at ,  in  the  county  of and  State  of ,  this day 

of ,  190— 


Administrator^  etO» 

6.  By  an  Executor. 

To  the  Commissioner  of  Patents: 

Your  petitioner. ,  a  citizen  of  the  United  States  and  a  resident 

of ,  in  the  comity  of and  State  of (or  subJo<»t.  etc.).  whose 

post-office  address  is .  executor  of  tlie  last  will  and  testament  of , 

late  a  citizen  of ,  de^'eased  (as  by  reference  to  the  duly  certified  copy  of 

letttH^s  tf>st:inientary.  hereto  annexed,  will  more  fully  appear),  prays  that  letters 

patent  may  be  grantwl  to  him  for  the  inventicm  of  the  said (improvement 

in ).  set  forth  in  tlie  annexed  specification. 

Signed  at ,  in  the  county  of and  State  of ,  this day 

of ,  190-. 


Executor,  etc 

7.  By  a  Guardian  of  an  Insane  Person. 

To  the  Cowwisftioner  of  Patents: 

Your  petitioner. ,  a  citizen  of  the  United  States  and  a  resident 

of ,  in  the  county  of and  State  of (or  subject,  etc.),  whose 

post-office  address  is ,  and  who  has  been  appointed  guardian  (or  con- 
servator or  representative)  of (as  by  reference  to  the  duly  certified  copy 

of  the  order  of  court,  hereto  annexed,  will  more  fully  appear),  prays  that  letters 
patent  may  be  granted  to  him  for  the  invention  of  the  said (improve- 
ment In ),  set  forth  in  the  annexed  specification. 

Signed  at ,  in  the  county  of —  and  State  of ,  this day 

of ,  190^ 
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8.  Fob  a  Reissue  (by  the  Inventob). 

To  the  Commisaioner  of  Patents: 

Your  petitioner, ,  a  citizen  of  the  United  States  and  a  resident 

of ,  In  the  county  of and  State  of (or  subject,  etc.),  whose 

post-office  address  is ,  prays  that  he  may  be  allowed  to  surrender  the  let- 
ters patent  for  an  improvement  in ,  granted  to  him ,  19__,  whereof 

lie  is  now  sole  owner  (or  whereof ,  on  whose  behaK  and  with  whose  as- 
sent this  application  is  made,  is  now  sole  owner,  by  assignment),  and  that  letters 

patent  may  be  reissued  to  him  (or  the  said )  for  the  same  invention  upon 

the  annexed  amended  specification.  With  this  petition  is  filed  an  abstract  of 
title,  duly  certified,  as  required  in  such  casen. 

Signed  at ,  in  the  county  of and  State  of ,  this day 

of ,  190— 


[Assent  of  assignee  to  reissue.] 

The  undersigned,  assignee  of  the  entire  (or  of  an  undivided)  Interest  In  the 
above-mentioned  letters  patent,  hereby  assents  to  the  accompanying  application. 


9.  Fob  a  Reissue  (by  the  Assignee). 

[To  be  used  only  when  the  inventor  is  dead.] 

To  the  Commissioner  of  Patents: 

Your  petitioner, ,  a  citizen  of  the  United  States  and  a  resident 

of ,  in  the  county  of and  State  of (or  subject,  etc.),  whose 

post-office  address  is ,  prays  that  he  may  be  allowed  to  surrender  the  letters 

patent  for  an  improvement  in ,  No. ,  granted ,  19__,  to , 

now  deceased,  w^hereof  he  is  now  owner,  by  assignment  of  the  entire  In- 
terest, and  that  the  letters  patent  may  be  reissued  to  him  for  the  same  inven- 
tion, upon  the  annexed  amended  specification.  With  this  petition  is  filed  an 
abstract  of  title  (or  an  order  for  making  and  filing  the  same,  etc.). 

Signed  at ,  in  the  county  of and  State  of ,  this day 

of ,  190— 


10.  Fob  Letters  Patent  pob  a  Design. 

To  the  Commissioner  of  Patents: 

Your  petitioner, ,  a  citizen  of  the  United  States  and  a  resident 

of ,  in  the  county  of and  State  of (or  subject,  etc.),  whose 

post-office  address  is .  prays  that  letters  patent  may  be  granted  to  him 

for  the  term  of  three  and  one-half  years  (or  seven  years  or  fourteen  years)  for 
the  new  and  original  design  for ,  set  forth  in  the  annexed  specification. 

Signed  at ,  in  the  county  of and  State  of ,  this day 

of ,  19— 


11.  Fob  a  Caveat. 

To  the  Commissioner  of  Patents: 

Your  petitioner, ,  a  citizen  of  the  United  States  ai^d  a  resident 

of ,  in  the  county  of and  State  of (or  subject,  etc.),  whose 

post-office  address  is  _i ,  represents: 

That  he  has  made  certain  improvements  in ,  and  that  he  is  now  engaged 

hi  making  experiments  for  the  purpose  of  perfecting  the  same,  preparatory  to 
applying  for  letters  patent  therefor.  He  therefore  prays  that  the  subjoined 
description  of  his  invention  may  be  filed  as  a  caveat  in  the  confidential  archives 
of  the  Patent  Office. 

Signed  at ,  in  the  county  of .—  and  State  of ,  this day 

of ,  190— 
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12.  Fob  the  Renewal  of  a  Fobreited  Application. 

To  the  Commisaianer  of  Patent8: 

Your  petitioner, ,  a  citizen  of  the  United  States  and  a  resident 

of ,  In  the  county  of and  State  of (or  subject,  etc.).  whose 

post-office  address  Is ,  represents  that  on ,  19—,  he  filed  an  appli- 
cation for  letters  patent  for  an  improvement  in ,  serial  number . 

which  application  ii^as  allowed ,  19—,  but  that  he  failed  to  make  payment 

of  the  final  fee  within  the  time  allowed  by  law.  He  now  makes  renewed  appli- 
cation for  letters  patent  for  said  invention,  and  prays  that  the  original  specifica- 
tion, oath,  drawings,  and  model  may  be  used  as  a  part  of  this  application. 

Signed  at ,  In  the  county  of and  State  of ,  this 

day  of ,  190— 


SFECIFICATI0H8. 
13.  Fob  an  Abt  ob  Pbocbss. 

To  all  fchom  it  may  concern: 

Be  it  known  that  I. ,  a  citizen  of  the  United  States,  residing  at 

,  in  the  county  of and  State  of (or  subject,  etc.).  have 

invented  new  and  useful  improvements  in  processes  of  extracting  gold  from 
its  ores,  of  which  the  following  is  a  spe(*ification : 

This  invention  relates  to  the  process  of  extracting  gold  from  its  ores  by 
means  of  a  solution  of  cyanide  of  an  alkali  or  alkalino  earth,  and  has  for  its 
object  to  render  the  process  more  expeditious  and  considerably  cheaix»r. 

In  extracting  gold  from  its  ores  by  means  of  a  solution  of  cyanide  of  potas- 
sium, sodium,  barium,  etc.,  the  simultaneous  oxidation  of  the  gold  is  necessary, 
and  this  has  hitherto  been  effected  by  the  action  of  the  air  upon  the  gold 
which  is  rendered  oxidlzable  thereby  by  the  action  of  the  cyanide  solution. 

Instead  of  depending  solely  upon  the  agency  of  the  air  for  the  oxidizing  action 
I  employ,  to  assist  the  oxidation  of  the  gold,  ferricyanide  of  potassium  or 
another  ferricyanogen  salt  of  an  alkali  or  of  an  earth  alkali  in  an  alkaline 
solution.  By  this  means  the  oxidation  being  rendered  very  much  more  ener- 
getic is  effected  with  a  considerably  smaller  quantity  of  the  solvent  Thus, 
by  the  addition  of  ferricyanide  of  potassium  or  other  ferricyanides  to  the 
cyanide  of  potassium  solution,  as  much  as  eighty  per  cent  of  potassium  cyanide 
may  be  saved. 

It  may  be  remarked  that  the  ferricyanide  of  potassium  alone  will  not  dis- 
solve the  gold,  and  does  not  therefore  come  under  the  category  of  a  solvent 
hitherto  employed  in  processes  of  extraction.  It  does  not  therefore  render  un- 
necessary the  employment  of  the  simple  cyanide  as  a  solvent,  but  only  reduces 
the  amount  required  owing  to  the  capacity  of  the  ferricyanide  to  assist  the  air 
to  rapidly  oxidize  the  gold  in  the  presence  of  the  simple  salt  Consequently  the 
cyanogen  of  the  latter  is  not  used  to  form  the  gold  cyanide  compound, 

I  claim — 

The  process  of  extracting  gold  from  its  ores  consisting  in  subjecting  the  ores 
to  the  dissolving  action  of  cyanide  of  potassium  in  the  presence  of  ferricyanide 
of  potassium,  substantially  as  herein  described. 


Witnesses : 


14.  Fob  a  Machine. 

To  all  whom  it  may  concern: 

Be  it  known  that  I, ,  a  citizen  of  the  United  States,  residing  at 

.  in  the  county  of ,  and  State  of (or  subject  etc.).  have 

invented  a  new  and  useful  meat-chopping  machine,  of  which  the  following  is  a 
specification : 

My  invention  relate^  to  Improvements  in  meat-chopping  machines  In  which 
vertically  reciprocating  knives  operate  in  conjunction  with  a  rotating  chopping 
block ;  and  the  objects  of  my  improvement  are,  first  to  provide  a  continuously- 
lubricated  bearing  for  the  block;  second,  to  afford  facilities  for  the  proper 
adjustment  of  tiie  knives  independently  of  each  other  in  respect  to  the  face  of 
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the  block ;  and,  third,  to  reduce  the  friction  of  the  reciprocating  rod  which  car- 
ries the  knives. 

I  attain  these  objects  by  the  mechanism  Illustrated  in  the  accompanying 
drawing,  in  which — 

Figure  1  is  a  vertical  section  of  the  entire  machine ;  fig.  2,  a  top  view  of  the 
machine  as  it  appears  after  the  removal  of  the  chopping  block  and  knives ;  fig. 
3,  a  vertical  section  of  a  part  of  the  machine  on  the  line  1  2,  fig.  2 ;  and  fig.  4, 
a  detailed  view  in  perspective  of  the  reciprocating  cross-head  and  Its  knives. 

Similar  letters  refer  to  similar  parts  throughout  the  several  views. 

The  table  or  plate  A,  its  legs  or  standards  B  B,  and  the  hanger  a,  sccurefl  to 
the  underside  of  the  table,  constitute  the  framework  of  the  machine.  In  the 
hanger  a  turns  the  shaft  D,  carrying  a  fiy-wheel  E,  to  the  hub  of  which  is 
attached  a  crank  o,  and  a  crank-pin  p,  connected  by  a  link  &,  to  a  pin  passing 
through  a  crosshead  G,  and  to  the  latter  is  secured  a  rod  H,  having  at  its  upper 
end  a  crosshead  I,  carrying  the  adjustable  chopping  knives  d  d,  referred  to 
hereinafter. 

The  crosshead  G,  reciprocated  by  the  shaft  D,  Is  provided  with  antifriction 
rollers  e  e,  adapted  to  guides  f  f,  secured  to  the  under  side  of  the  table  A,  so 
that  the  reciprocation  of  this  crosshead  may  be  accompanied  with  as  little 
friction  as  ixissible. 

To  the  under  side  of  a  wooden  chopping-block  J  Is  secured  an  annular  rib  7», 
adapted  to  and  bearing  In  an  annular  groove  i  in  the  table  A.  (See  figs.  1  and 
2.)  This  annular  groove  or  channel  is  not  of  the  same  depth  throughout,  but 
communicates  at  one  or  more  points  (two  in  the  present  instance)  with  pockets 
or  receptacles  ;  ;  wider  than  the  groove  and  containing  supplies  of  oil.  In  con- 
tact with  which  the  rib  h  rotates,  so  that  the  continuous  lubrication  of  the 
groove  and  rib  is  assured.  The  rod  H  passes  through  and  Is  guided  by  a  cen- 
tral stand  K,  secured  to  the  table  A,  and  projecting  through  a  central  opening 
in  the  chopping-block  without  being  in  contact  therewith,  the  upper  portion  ot 
the  said  stand  being  conne('te<l  within  a  cover  fc,  which  is  sec'ured  to  the  block,  and 
w^hich  prevents  particles  of  meat  from  escaping  through  the  central  opening  of 
the  same. 

The  crosshead  I,  previously  referred  to,  and  shown  in  perspective  In  Fig.  4, 
Is  vertically  adjustable  on  rod  H.  and  can  be  retained  after  adjustment  by  a 
set-screw  a?,  the  upper  end  of  the  rod  being  threaded  for  the  reception  of 
nuts,  which  resist  the  shocks  Imparted  to  the  crosshead  when  the  knives  are 
brought  into  violent  contact  with  the  meat  or  the  chopping-block. 

The  knives  d  d  are  adjustable  independently  of  each  other  and  of  the  said 
crosshead,  so  that  the  coincidence  of  the  cutting-edge  of  each  knife  with  the 
face  of  the  chopping-block  may  always  be  assured. 

I  prefer  to  carry  out  this  feature  of  my  invention  In  the  manner  shown  In 
fig.  4,  where  It  will  be  seen  that  two  screw-rods  m  m  rise  vertically  from  the 
back  of  each  knife  and  pass  through  lugs  n  n  on  the  crosshead,  each  rod  being 
furnished  with  two  nuts,  one  above  and  the  other  below  the  lug  through  which 
It  passes.  The  most  accurate  adjustment  of  the  knives  can  be  effected  by  the 
manipulation  of  these  nuts. 

A  circular  casing  p  Is  secured  to  the  chopping-block,  so  as  to  form  on  the 
same  a  trough  P  for  keeping  the  meat  within  proper  bounds;  and  on  the  edge 
of  the  annular  rib  /t,  secured  to  the  bottom  of  the  block,  are  teeth  r,  for  receiv- 
ing those  of  a  pinion  g,  which  may  be  driven  by  the  shaft  D  through  the  medium 
of  any  suitable  system  of  gearing,  that  shown  in  the  drawing  forming  no  part 
of  my  present  Invention. 

This  shaft  D  may  be  driven  by  a  belt  passing  round  the  pulleys  «,  or  it  may 
be  driven  by  hand  from  a  shaft  W,  furnished  at  one  end  with  a  handle  t,  and 
at  the  other  with  a  cog-wheel  R,  gearing  Into  a  pinion  on  the  said  shaft  D. 

A  platform  T  may  be  hinged,  as  at  w,  to  one  edge  of  the  table  A,  to  support 
a  vessel  in  which  the  chopped  meat  can  be  deposited.  The  means  by  which  It 
may  be  supported  are  shown  In  full  lines,  and  the  most  convenient  method  of 
disposing  of  It  when  not  in  use  is  shown  in  dotted  lines.  In  fig.  1. 

I  am  aware  that  prior  to  my  Invention  meat-chopping  machines  have  been 
made  with  vertically-reciprocating  knives  operating  In  conjunction  with  ro- 
tating chopping-blocks.  I  therefore  do  not  claim  such  a  combination  broadly; 
but 

I  claim: 

1.  The  combination.  In  a  meat-chopping  machine,  of  a  rotary  chopping-block 
having  an  annular  rib,  with  a  table  having  an  annular  recess  and  a  pocket 
communicating  with  the  said  recess,  all  substantially  as  set  forth. 


202        RULES  AKD  BEQUIATIONS,  DEPABTMENT  OF   INTEBIOB. 

2.  In  a  meat-chopping  machine,  the  combination  of  a  rotary  chopping-block 
with  a  reciprocating  crosshead  carrying  linives,  each  of  which  is  vertically 
adjustable  on  the  said  crosshead  independently  of  the  other,  substantially  as 
described. 

3.  The  knife  d,  having  two  screw-rods,  m  m,  attached  to  its  back,  substan- 
tially as  shown,  for  the  purpose  specified. 

4.  The  combination,  in  a  meat-chopping  machine,  of  the  reciprocating  rod, 
carrying  the  knives,  the  crosshead  secured  to  the  said  rod,  and  having  anti- 
friction rollers,  with  guides,  adapted  to  the  said  rollers,  all  8ul)8tantially  as 
set  forth. 


Witnesses: 


15.  Fob  a  Ck>MPOSiTioN  of  Matteb. 

To  all  VDhom  it  may  concern: 

Be  it  known  that  I, ,  a  citizen  of  the  United  States,  residing  at , 

in  the  county  of and  State  of (or  subject  etc.),  have  invented  a 

new  and  useful  composition  of  matter  to  be  used  for  the  removal  of  hair  and 
grease  from  hides  preparatory  to  tanning,  of  which  the  following  is  a  speci- 
fication : 

My  composition  consists  of  the  following  ingredients,  combined  in  the  pro- 
portions stat^,  viz: 

Water  substantially  pure gallons..  500 

Unslaked  lime pounds 350 

Soda-ash  (sodium  carbonate) do 100 

Saltpeter  (nitrate  of  an  alkali  metal) do 20 

Sulphur  (preferably  flowers  of  sulphur) do 10 

These  ingredients  arQ  to  be  thoroughly  mingled  by  agitation. 

In  ushig  the  above-named  composition  the  hides  sliould  first  be  freed  from 
all  salt  and  impurities  by  soaking  green  hides  one  day  and  dry  hides  eight 
days.  The  hides  so  cleaned  are  then  placed  in  the  said  solution,  and  allowed 
to  remain  in  It  forty-eight  hours.  They  should  then  be  removed  from  the 
solution  and  unhaired  in  the  usual  way. 

By  the  use  of  the  above  composition  the  hair  is  speedily  and  thoroughly 
loosened,  and  the  hides,  while  retaining  all  of  that  portion  of  the  substance  which 
can  be  converted  into  leather,  are  at  the  same  time  entirely  cleaned  from 
grease  and  other  substances  which  would  prevent  them  from  being  tanned 
quickly. 

I  am  aware  that  a  composition  consisting  of  soda-ash,  water,  lime,  and  sul- 
phur has  been  used  for  the  same  pun)ose,   and  that  a  patent  therefor  was 

granted  to  C.  D.,  July  10,  18--,  No.   I  am  also  aware  that  saltpeter 

has  been  used  in  depilatory  processes;  but  I  am  not  aware  that  all  the 
ingredients  of  my  composition  have  been  used  together. 

I  claim : 

1.  The  herein-described  composition  of  matter,  consisting  of  water,  unslaked 
lime,  soda-ash,  saltpeter,  and  sulphur,  substantially  as  described  and  for  the 
purix)se  specified. 

2.  The  herein-described  composition  of  matter  for  depilating  and  preparing 
hides  for  tanning,  consisting  of  pure  water  500  gallons,  unslaked  lime  350 
pounds,  soda-ash  100  pounds,  saltpeter  20  pounds,  and  flowers  of  sulphur  10 
pounds,  substantially  as  described. 


Witnesses : 
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16.  Fob  a  Design. 

To  all  whom  it  may  concern: 

Be  It  known  that  I, »  a  citizen  of  the  United  States,  residing  at , 

in  the  county  of and  State  of (or  subject,  etc.),  have  invented 

a  new,  original,  and  ornuniental  design  for  watch  cases,  of  which  the  following 
is  a  specification,  reference  being  had  to  the  accompanying  drawing,  forming 
part  thereof. 

The  figure  is  a  plan  view  of  a  watch  case,  showing  my  new  design. 

I  claim : 

The  ornamental  design  for  a  wf^tch  case,  as  shown. 


Witnesses : 


17.  Fob  a  Caveat. 

To  all  tohom  it  may  concern: 

Be  it  known  that  I, ,  a  citizen  of  the  United  States,  residing  at , 

In  the  county  of and  State  of (or  subject,  etc.),  having  invented 

nn  improvement  in  velocipedes,  and  desiring  further  to  mature  the  same,  file 
this  my  caveat  therefor,  and  pray  protection  of  my  right  until  I  shall  have 
matured  my  invention. 

The  following  is  a  description  of  my  newly  invented  velocipede,  which  is  as 
full,  clear,  and  exact  as  I  am  able  at  this  time  to  give,  reference  being  had  to 
the  drawing  hereto  annexed. 

This  invention  relates  to  that  class  of  velocipedes  in  which  there  are  two 
wheels  connected  by  a  beam  forming  a  saddle  for  the  rider,  the  feet  being 
applied  to  cranks  that  revolve  the  front  wheel. 

The  object  of  my  invention  is  to  render  it  unnecesi»ary  to  turn  the  front 
wheel  so  much  as  heretofore,  and  at  the  same  time  to  facilitate  the  turning  of 
sharp  curves.  This  I  accomplish  by  fitting  the  front  and  the  hind  wheels  on 
vertical  pivots,  and  connecting  them  by  means  of  a  diagonal  bar,  as  shown  in 
the  drawing,  so  that  the  turning  of  the  front  wheel  also  turns  the  back  wheel 
with  a  position  at  an  angle  with  the  beams,  thereby  enabling  it  easily  to  turn 
a  curve. 

In  the  drawing,  A  is  the  front  wheel,  B  the  hind  wheel,  and  G  the  standards 
extending  from  the  axle  of  the  front  wheel  to  the  vertical  pivot  E  in  the  beam 
F,  and  D  is  the  cross-bar  upon  the  end  of  E,  by  which  the  steering  is  done.  The 
hind  wheel  B  is  also  fitted  with  Jaws  6  and  a  vertical  pivot  H. 


Witnesses: 


OATHS. 
18.  Oath  to  Acgompant  an  Application  fob  United  States  Patent. 

....._—.—,  — — — — — ,  88: 

* ,  the  above-named  petitioner—,  being  sworn  (or  afllrmdd),  d^)ose— . 

and  say__  that citizen__  of" and  resident.,  of" ,  that 

verily  believe to  be  the  original,  first,  and* inventor—  of 

the  improvement  in  • described  and  claimed  in  the  annexed  specification ; 

that do__  not  know  and  do—  not  believe  that  the  same  was  ever  knovm 

or  used  before invention  or  discovery  thereof,  or  patented  or  described 

in  any  printed  publication  in  any  country  before invention  or  discovery 

thereof,  or  more  than  two  years  prior  to  this  application,  or  in  public  use  or 
on  sale  in  the  United  States  for  more  than  two  years  prior  to  this  application ; 
that  said  invention  has  not  been  patented  in  any  country  foreign  to  the  United 

States  on  an  application  filed  by or legal  representatives  or 

•■fign^  mor«  than  twelve  months  prior  to  this  application ;  and  that  no  appli- 
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cation  for  patent  on  said  improvement  has  been  filed  by or repre- 
sentatives or  assigns  in  any  country  forei^^  to  the  United  States,  except  as 

follows:* 

i_ 

[InTentor'i  fall  name.] 

Sworn  to  and  subscribed  before  me  this day  of ,  190.. 

[BEAL.]  

[Signature  of  Jaitlce  or  notary.] 

[OfBdal  character.] 

>  If  the  inventor  be  dead,  the  oath  will  be  made  bj  the  administrator ;  If  Insane,  by  the 

Gardlan,  conservator*  or  legal  representative.     In  either  case  the  affiant  will  declare  his 
lief  that  the  party  named  as  Inventor  was  the  orlgilnal  and  first  inventor. 
'  If  the  applicant  oe  an  allen»  state  of  what  foreign  country  he  Is  a  dtlsea  or  subject. 

*  Give  residence  address  In  full,  as  '*  a  resident  of ,  in  the  county  of and 

State  of ,'•  or  "  of  No. street,  in  the  city  of ,  county  of and 

State  (Kingdom,  Republic,  or  Bmplre)  of .** 

♦"Sole"  or  "Joint." 

*  Insert  title  of  Invention. 

*  Name  each  country  in  which  an  application  has  been  filed,  and  in  each  case  sive  date 
of  filing  the  same.     If  no  application  has  been  filed,  erase  the  words  "except  as  follows." 

*A11  oaths  must  bear  the  signature  of  the  affiant. 

■  •  •  •  ••  When  the  person  before  whom  the  oath  or  affirmation  is  made  Is  not  pro- 
vided with  a  seal,  his  official  character  shall  be  established  by  competent  evidence,  as  by 
a  certificate  from  a  clerk  of  a  court  of  record  or  other  proper  officer  having  a  seal." 

A  certificate  of  the  official  character  of  a  magistrate,  stating  date  of  appointment  and 
term  of  office,  may  be  filed  in  the  Patent  Office,  which  will  obviate  the  necessity  of  sepa- 
rate certificates  in  individual  cases. 

When  the  oath  is  taken  abroad  before  a  notary  public,  Judge,  or  magistrate,  his  author- 
ity should  in  each  Instance  be  proved  by  a  certificate  of  a  aiplomatlc  or  consular  officer 
of  the  United  States. 

19.  Bt  an  Applicant  fob  a  Reissub  (Intbntob). 

[When  the  original  patent  is  claimed  to  be  inoperative  or  invalid  "by  reason  of  the 
patentee  claiming  as  his  own  invention  or  discovery  more  than  he  had  a  right  to  claim 
as  new,"  this  form  can  be  modified  accordingly.] 

,  the  above-named  petitioner,  being  duly  sworn    (or  aflarmed). 

deposes  and  says  that  he  does  verily  believe  himself  to  be  the  original  and  first 
inventor  of  the  Improvement  set  forth  and  chiimed  In  the  foregoing  specification 
and  for  which  improvement  he  solicits  a  patent;  that  deponent  does  not  know 
and  does  not  believe  that  said  improvement  was  ever  before  known  or  used:* 

that  deponent  is  a  citizen  of  the  United  States  of  America,  and  resides  at 

in  the  county  of 1—  and  State  of ;  *  that  deponent  verily  believes 

that  the  letters  patent  referred  to  in  the  foregoing  petition  and  specifica- 
tion and  herewith  surrendered  are  inoperative  (or  invalid),  for  the  reason 
that  the  specificjition  thereof  is  defective  (or  insufficient),  and  that  such  defect 

(or  insufliciency)  consists  particularly  in" ;  and  deponent  further 

says  that  the  errors  which  render  such  patent  so  inoperative  (or  invalid)  arose 
from  inadvertence  (or  accident,  or  mistake),  and  without  any  fraudulent  or 
deceptive  intention  on  the  part  of  deponent ;  ■  that  the  following  is  a  true  speci- 
fication of  the  errors  which  it  is  claimed  constitute  such  inadvertence  (or  acci- 
dent, or  mistake),  relied  upon:" ;  that  such  errors  so  particularly 

specified  arose  (or  occurred)  as  follows:* 


[Inventor's  full  name.] 

Subscribed  and  sworn  to  before  me  this day  of ,  19— 

[L.  8.]  

[Signature  of  Justice  or  notary.] 


r Official  character.] 
t  Bule  46.  i  Bule  87.  •  Rule  87  (S) . 
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20.  Bt  an  Afpuoaht  vob  a  Bnsaus  (Absiohki). 

[To  be  ased  only  wImii  th«  Inntntor  is  dead.] 

—————— f  ———————  w. 

,  tbe  above-named  petitioner,  being  duly  sworn   (or  affirmed), 

deposes  and  says  that  he  verily  believes  that  the  aforesaid  letters  patent 

granted  to are   (here  fbllows  Form  19,  the  necessary  changes 

being  made) ;  that  the  entire  title  to  said  letters  patent  is  vested  in  him ;  and 
that  he  verily  believes  the  said to  be  the  first  and  original  in- 
ventor of  the  invention  set  forth  and  claimed  in  the  foregoing  amended  speci- 
fication ;  and  that  the  said is  now  deceased. 


Sworn  to  and  subscribed  before  me  this day  of ,  19—  * 

(Signature  of  Justice  or  notary.] 
(OfBcial  character.] 

21.  SupPLBifKiiTAL  Oath  to  Aooompaiit  a  Claju  vqb  Mattesl  Disclosed  but 

Not  Glaimcd  in  an  Obiginal  Application. 

,  whose  application  for  letters  patent  for  an  improvement  in 

,  serial  No. ,  was  filed  in  the  United  States  -Patent  Office  on  or 

about  the day  of ,  19 ,  being  duly  sworn  (or  affirmed),  deposes  and 

says  that  the  subject-matter  of  the  foregoing  amendment  was  part  of  his  inven- 
tion, was  invented  before  he  filed  his  original  application,  above  identified,  for 
such  invention,  was  not  known  or  used  before  his  invention,  was  not  patented 
or  described  in  a  printed  publication  in  any  country  more  than  two  years  before 
his  application,  was  not  patented  in  a  foreign  country  on  an  application  filed 
more  than  twelve  months  before  his  application,  was  not  in  public  use  or  on 
sale  in  this  country  for  more  than  two  years  before  the  date  of  his  application, 
and  has  not  been  abandoned. 


Sworn  to  and  subscribed  before  me  this day  of ,  19— 


[Signature  of  Justice  or  notary.] 
[Official  character.] 
22.  Oath  as  to  thb  Loss  of  Lettebs  Patent. 

,  being  duly  sworn  (or  affirmed),  doth  depose  and  say  that  the 

letters  patent  No. ,  granted  to  him,  and  bearing  date  on  the day  of 

,  19—,  have  been  either  lost  or  destroyed;  that  he  has  made  diligent 

search  for  the  said  letters  patent  in  all  places  where  the  same  would  probably 
be  found,  if  existing,  and  that  he  has  not  been  able  to  find  them. 


Subscribed  and  sworn  to  before  me  this day  of ,  19— 

[Signature  of  Justice  or  notary.] 
[Official  character.] 

23.  Oath  of  Administbatob  as  to  the  lioss  of  Ijettebs  Patent. 

,  being  duly  sworn,  doth  depose  and  say  that  he  is  administrator 

of  the  estate  of ,  deceased,  late  of ,  In  said  county;  that  the 

letters  patent  No. ,  granted  to  said _ ,  and  bearing  date  of  the 

day  of ,  19—,  have  been  lost  or  destroyed,  as  he  verily  believes ;  that 
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he  has  made  diligent  search  for  the  said  letters  patent  in  all  places  where  the 
same  would  probably  be  found,  if  existing,  and  especially  among  the  papers  of 
the  decedent,  and  that  he  has  not  been  able  to  find  said  letters  patent 


Administrator,  etc 
Subscribed  and  sworn  to  before  me  this day  of ,  19.. 

[Signatare  of  Justice  or  notary.] 
[Official  character.] 

24.  PowEB  OF  Attorney  after  Application  Filed. 

[If  the  power  of  attorney  be  given  at  any  time  other  than  that  of  making  application 
fbr  letters  patent,  it  will  Se  in  substantially  the  following  form:] 

To  the  Commissioner  of  Patents: 

The  undersigned  having,  on  or  about  the day  of ,  19—,  made 

application  for  letters  patent  for  an  improvement  in (serial  number 

),  hereby  appoints ,*  of ,  in  the  county  of and 

State  of ,  his  attorney,  with  full  power  of  substitution  and  revocation,  to 

prosecute  said  application,  to  make  alterations  and  amendments  therein,  to 
receive  the  patent,  and  to  transact  all  business  in  the  Patent  Office  connected 
therewith. 

Hignod  at ,  in  the  county  of ,  State  of ,  this day  of 

,  19— 


^  If  the  power  of  attorney  be  to  a  firm,  the  name  of  each  member  of  the  firm  must  be 
given  in  full. 

25.  R£\'OCATION  OF  POWEB  OF  ATTOBNET. 

To  the  Commissioner  of  Patents: 

The  undersigned  having,  on  or  about  the day  of ,  19..,  appointed 

.  of ,  in  the  county  of and  State  of ,  his  attor- 
ney to  prosecute  an  application  for  letters  patent,  which  application  was  filed 

on  or  about  the day  of ,  19—,  for  au  improvement  in (serial 

number ),  hereby  revokes  the  power  of  attorney  then  given. 

Signed  at ,  in  the  county  of and  State  of ,  this day 

of ,  19.. 


26.  Amendment." 

To  the  Commissioner  of  Patents: 

In  the  matter  of  my  application  for  letters  patent  for  an  improvement  In 
filed 19—  (serial  number),  I  hereby  amend  my  specifica- 
tion as  follows: 

By  striking  out  all  between  the and lines,  inclusive,  of  page ; 

By  inserting  tlie  words  " ,"  after  the  word  " ,"  in  the 

line  of  the claim  ;  and 

By  striking  out  the  __  claim  and  substituting  therefor  the  following: 

Signed  at ,  in  the  county  of ,  and  State  of 

By :: 


His  Attorney  in  Fact, 

*  Tn  the  preparation  of  all  amendments  a  separate  paragraph  should  be  devoted  to 
each  distinct  erasure  or  insertion,  in  order  to  aid  the  office  In  making  the  entry  of  the 
amendment  into  the  case  to  which  it  pertains. 
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DISCLAIMEE8. 

27.  Disclaimer  after  Patent. 

To  the  Commissioner  of  Patents: 

Your  petitioner,  ,  a  citizen  of  the  United  States,  residing  at 

,  in  the  county  of and  State  of (or  subject,  etc.),  repre- 
sents that  in  the  matter  of  a  certain  improvement  in ,  for  which 

letters  patent  of  the  United  States  No. were  graned  to ,  on 

the  ——day  of ,  19—,  he  is  (here  state  tlie  exact  interest  of  the  dls- 

claimant;  if  assignee,  set  out  liber  and  page  where  assignment  is  recorded), 
and  that  he  has  reason  to  belieye  that  through  inadvertence  (accident  or  mis- 
take) the  8i)ecilication  and  claim  of  said  letters  patent  are  too  broad,  including 
that  of  which  said  patentee  was  not  the  first  Inventor.  Your  petitioner  therefore 
hereby  enters  this  disclaimer  to  that  part  of  the  claim  in  said  specification 
which  is  in  the  following  words,  to  wit : 


Signed  at ,  in  the  county  of and  State  of ,  this day 

of ,  10__ 

Witne.s8e8 : 


28.  Disclaimer  during  Interferencb. 
Interference. 


vs. 


Before  the  examiner  of  interferences. 
Subject-matter: 

To  the  Commissioner  of  Patents: 

Sir:  In  the  matter  of  the  interference  above  noted,  under  the  provisions  of 
and  for  the  puri>ose  set  forth  in  Rule  107,  I  disclaim  (set  forth  the  matter  as 
given  in  declaration  of  inter!  oroiice),  as  I  am  not  the  first  inventor  thereof,  and 

I  herewith  transmit  an  amendment  to  my  application  filed ,  19-_,  serial 

number ,  for  the  purpose  of  having  the  above  disclaimer  embodied  as  part 

of  my  specification. 


Signed  at ,  in  the  county  of and  State  of ,  this day 

of ,  19— 

Witnesses : 


APPEALS  AND  PETITIONS. 
29.  From  a  Principal  Examiner  to  the  Examiners-in-Ohief. 

To  the  Commissioner  of  Patents: 

Sir:  I  hereby  appeal  to  the  examiners- in-chief  from  the  decision  of  the  prin- 
cipal examiner  in  the  matter  of  my  application  for  letters  patent  for  an  im- 
provement in ,  filed ,  19—,  serial  number ,  which  on  the 

day  of ,  19- _.  wan  rejected  the  second  time.    The  following  are  the 

points  of  the  decision  on  which  the  apiwal  is  taken:  (Here  follows  a  statement 
of  the  points  on  which  the  api)eal  is  taken.) 

Signed  at ,  in  the  county  of ,  and  State  of ,  this day 

of ,  19— 


30.  From  the  Examiner  in  Charge  of  Interferences  to  the  Examiners-in- 

Chief. 

To  the  Commissioner  of  Patents: 

Sir:  I  hereby  appeal  to  the  examiners-in-chief  from  the  decision  of  the  exam- 
iner of  interferences  in  the  matter  of  the  interference  between  my  applications 
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for  letters  patent  for  improvement  in and  the  letters  patent  of 

,  in  which  priority  of  invention  was  awarded  to  said 

The  following  are  assigned  as  reasons  of  appeal:  (Here  should  follow  an 
explicit  statement  of  alleged  errors  in  the  decision  of  the  examiner  of  inter- 
ferences ) 

Signed  at  — ,  in  the  comity  of ,  and  State  of ,  this 

day  of ,  19— 


81.  From  the  Examineb-in-Ohief  to  the  Commissioner  in  Ex  Paste  Gases. 

To  the  Commissioner  of  Patents: 

Sib  :  I  hereby  appeal  to  the  Commissioner  in  person  from  the  decision  of  the 
examiners-in-chief  in  the  matter  of  my  application  for  letters  patent  for  an 

improvement  in ,  filed ,  19—,  serial  number 

The  following  are  assigned  as  reasons  of  appeal :     (Here  follow  the  reasons  as 
in  Form  29.) 

Signed  at • ,  In  the  coimty  of ,  and  State  of ,  this 

day  of ,  19— 


32.  Fbom   the   Examinebs-in-Chief  to  the  Commissioneb  in   Intebfebence 

Cases. 

To  the  Commissioner  of  Patents: 

Sib  :  I  hereby  appeal  to  you  in  person  from  the  decision  of  the  examiners-in- 
chief,  made ,  19 ,  in  the  interference  between  my  ai>pli(*ation  for  letters 

patent  for  improvement  in and  the  letters  patent  of , 

in  which  priority  of  invention  was  awarded  to  said  - The  following 

are  assigned  as  reasons  of  appeal:  (Here  should  follow  nn  explicit  statement 
of  the  alleged  errors  in  the  decision  of  the  examiners-in-chief.) 

Signed  at ,  in  the  county  of ,  and  State  of ,  this day 

of .  19— 


33.  Petition  fbom  a  Pbincipal  Examinee  to  the  Commissioneb. 

Application  of 

Serial  nunil>er 

Subject  of  invention 


To  the  Commissioner  of  Patents: 

Your  petitioner  avers — 

First  That  he  is  the  applicant  above  named. 

Second.  That  said  application  was  filed  on  the day  of ,  19 

Third.  That  when  so  filed  said  application  contained claims. 

Fourth.  Tliat  your  petitioner  was  Informwl  by  office  letter  of  the . 

19__,    (1)  that  his claim   was  renckM'od   vague  and   Indefinite  by   the 

employniont  of  the  words  " ,"  which  words  should  be  erased;   (2) 

that  his claim  was  met  by  certain  references  which  were  given,  and  (3) 

that  the claim  was  mere  surplusage  and  should  be  eliminated. 

Fifth.  That  on  the day  of your  petitioner  filed  an  amendnieul 

80  eliminating   his   claim,   and   accompanied   such   amendment   with  « 

communication  in  which  he  declined  to  amend  such claim,  and  asked 

for  another  action  thereon. 

Sixth.  That  your  petitioner  was  then  Informed  by  office  letter  of  the 

day  of that  the  former  nviulrement  relating  to  claim would  In 

adhered  to.  and  that  no  action  would  be  had  on  the  merits  of  either  claim  until 
said  amendment  so  re(iulred  had  been  made. 

Wherefore   your   petitioner   nniuests   that  the  examiner   in  charge  of  such 

application  be  advised  that  such  amendment  so  re<iulre<l  by  him  to  said 

claim  be  not  Insisted  upon,  and  dlrecteii  to  procee<i  to  examine  both  said 
remaining  claims  uiK)n  their  merits. 

A  hearing  of  this  petition  Is  desired  on  the  —  .  day  of 


Applicant. 

Attorney  for  ApplioanL 
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M.  Petttton  fob  Copies  of  Rejected  and  Abandoned  Application8. 

To  the  Commissioner  of  Patents: 

The  petition  of ,  a  resident  of ,  In  the  county  of 

and  State  of ,  respectfully  shows : 

First  That  on  the day  of ,  19—,  patent  No. ,  issued  to 

one 

Second.  That  your  petitioner  is  informed  and  believes  that  on  the 

day  of ,  19__,  said  patentee  filed  in  the  United  States  Patent  Oflice  an 

application  for  patent  for  improvement  in 

Third.  That  your  petitioner  verily  believes  that  said  application  has  not  been 
prosecuted  during  the  past  two  years  and  upward;  and  he  also  verily  believes 
that  the  lust  action  had  therein  was  on  or  about  the day  of ,  19— 

Fourth.  That  said  application  has  therefore  become  and  now  stands  aban- 
doned. 

Fifth.  That  on  the day  of ,  19 ,  said  patentee  began  suit,  in 

the  circuit  court  of  the  United  States  for  the district  of ,  against 

your  petitioner,  which  suit  is  based  upon  said  patent,  and  the  same  is  now  pend- 
ing and  undetermined. 

Sixth.  Your  i>etitioner  is  informed  and  believes  that  to  enable  him  to  prepare 
and  conduct  his  defense  in  such  suit  it  is  material  and  nei'essary  that  he  be 
allowed  access  to  and  copies  of  the  flies  of  such  abandoned  case. 

Seventh.  Your  petitioner  therefore  requests  that  he  or ,  in  his  behalf 

and  as  his  attorney,  be  permitted  to  inspect  and  be  furnished  copies  of  all  or 
any  portion  of  such  case. 

Petitioner^ 
By 

His  Attorney, 

— - — — ---- — ,  — — — — >-i  w. 

On  this day  of ,  19-_,  before  me,  a  notary  public  in  and  for  said 

county  and  State,  personally  appeared .  the  above-named  attorney,  who, 

being  by  me  duly  sworn,  der)Oses  and  says  that  he  has  read  the  foregoing  i)eti- 
tion  and  knows  its  contents,  and  that  the  same  is  true,  except  as  to  the  matters 
therein  stated  on  information,  or  belief,  and  as  to  those  matters  he  believes  it 
to  be  true. 


Notary  Public, 

NoTfl. — A  copy  of  this  petition  must  be  served  upon  the  applicant  named  in  the 
abandoned  application  or  upon  his  attorney  of  record. 

35.  Pbeliminaby  Statement  of  Domestic  Inventob. 

vs. 

Interference  in  United  States  Patent  Oflace. 
Preliminary  statement  of 

,  of ,  in  the  county  of ,  and  State  of , 

being  duly  sworn  (or  afllrmed),  doth  depose  and  say  that  he  is  a  party  to  the 

interference  declared  by  the  Commissioner  of  Patents, ,  19—,  between 

*s  application  for  letters  patent  filed ,  19—,  serial  number 

,  and  the  patent  to ,  granted ,  19—,  numbered , 

for  a ;  that  he  conceived  the  invention  set  forth  in  the  declaration  of 

interference*  on  or  about  the day  of ,  19__;  that  on  or  about  the 

day  of ,  19—,  he  first  made  drawings  of  the  invention  (If  he  has 

not  made  a  drawing,  then  he  should  say  that  no  drawing  of  the  invention  in 

issue  has  been  made)  ;  that  on  or  about  the day  of ,  19_,,  he  first 

explained  the  invention  to  others,  and  that  he  first  made  a  model  showing  such 
invention  on  or  about  the day  of ,  19 (if  he  has  not  made  a 

^  If  the  party  has  doubts  as  to  whether  the  matter  of  his  application  Is  properly 
Involved  In  the  issue  as  declared,  then  in  lieu  of  the  terms  "  the  Invention  set  forth  In 
the  declaration  of  interference "  he  may  say  "  the  invention  contained  In  the  claims  of 
my  application  (or  patent)  declared  to  be  involved  in  this  interference,"  and  should 
specify  such  claims  by  number. 

8.  Doc  396, 59-2,  pt  2 14 
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model,  then  he  should  allege  that  no  model  of  the  Inventien  in  issue  has  been 
made)  ;  that  he  first  embodied  his  invention  in  a  full-sized  machine,  which  was 

completed  about  the day  of ,  19—,  and  that  on  the day 

of ,  19 ,  the  said  machine  was  first  successfully  oi)erated,  in  the  town 

of ,  county  of ,  and  State  of ,  and  that  he  has  since  contin- 
ued to  use  the  same,  and  that  he  has  manufa('tiu*ed  others  for  use  and  sale  to 
the  following  extent,  viz:  (If  he  has  not  embodied  the  invention  in  a  full-sized 
machine,  he  should  so  state,  and  if  he  has  embodied  it,  but  has  not  used  it,  he 
should  so  state. ) 
Subscribed  and  sworn  to  before  me  this day  of ,  19 — 


[Signature  of  Justice  or  notary.] 
[Official  character.] 
86.  Preliminaby  Statement  or  Foreign  Inventob. 


V8. 


Interference  in  United  States  Patent  Office. 
Preliminary  statement  of 

,  of  Ix)ndon,  in  the  county  of  Middlesex,  England,  being  duly 

sworn,  doth  dejwse  and  say  that  he  is  a  party  to  the  interference  declared  by 

the  Commissioner  of  Patents, ,  19—,  between  his  application  for  patent, 

filed ,  19—,  serial  number ,  and  the  patent  of ,  granted 

,  19—,  No. ,  for  an  improvement  in ;  that  be  made  the 

invention  set  forth  In  the  declaration  of  interference,^  being  at  that  time  in  Eng- 
land; that  patents  for  such  invention  were  applied  for  and  obtained  as  follows: 

Application  filed  in  Great  Britain, ,  10—;  patent  dated ,  19--. 

No. ;  published  the day  of ,  19—,  and  sealed  the day  of 

,  19— ;  application  filed  in  France ,  19—,  patent  dated ,  19—. 

No. :  published  the day  of ,  19—,  and  sealed  the day  of 

,  19—     (If  a  patent  has  not  been  obtained  in  any  country  it  should  be  so 

stated. ) 

That  such  Invention  was  fully  described  in  a  magazine  published  at ,  on 

the day  of ,  19—,  by ,  entitled (see  page 

of  such  magazine),  and   in  the  following  newspapers:   ,  of 

,  19__; ,  published  at on ,  10__  (If  the  in- 
vention was  never  described  in  a  printed  publication  it  should  be  so  stated.) 

The  knowledge  of  such  invention  was  introduced  into  the  United  States  under 

the  following  circumstances:  On ,  19_>,  the  said wrote  a 

letter  to .  residing  at ,  State  of ,  describing  such  in- 
vention and  soliciting  his  services  in  procuring  a  patent  therefor  In  the  United 
States.    This  letter,  he  is   informed  and  believes,   was  received   by   the  said 

on ,  19 Also  on ,  19—,  he  wrote  a  letter  to  the 

firm  of ,  of ,  State  of ,  describing  such  invention  and 

requesting  their  assistance  in  manufacturing  and  putting  It  on  the  market, 

which  letter,  he  is  informed  and  believes,  was  received  by  them  on ,  19— 

Such  invention  was  manufactured  by  such  firm  and  described  in  their  trade 

circulars,  as  he  is  informed  and  verily  believes,  on  or  about  the day  of 

,  19—     (If  the  invention  has  not  been  introduced  into  the  United  States 

otherwise  than  by  the  application  papers,  it  should  be  so  stated,  and  the  date 
at  which  such  papers  were  received  in  the  United  States  alleged.) 


Subscribed  and  sworn  to  before  me  this day  of ,  19 

[Signature  of  Justice  or  notary.] 

[Official  character.] 
ASSiamCENTS. 

37.  Of  an  Entire  Interest  in  an  Invention  before  the  Issue  of  Letters 

Patent. 

Whereas  I, ,  of ,  county  of ,  and  State  of , 

have  invented  a  certain  new  and  useful  improvement  in ,  for  which  I  am 

about  to  make  application  for  letters  patent  of  the  United  States ;  and  whereas 
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,  of ,  county  of ,  and  State  of ,  le  desii^oiui  of 

acquiring  an  interest  in  said  invention  and  in  the  letters  patent  to  be  obtained 
tberef or : 

Now,  tlierefore,  to  all  whom  it  may  concern,  be  it  known  that,  for  and  In 

consideration  of  the  sum  of dollars  to  me  in  hand  paid,  the  receipt  of 

which  is  hereby  acknowledged,  I,  the  said ,  have  sold,  assigned,  and 

transferred,  and  by  these  presents  do  sell,  assign,  and  transfer,  unto  the  said 

the  full  and  ezclusiye  right  to  the  said  invention,  as  fully  set  forth 

and  described  in  the  specification  prepared  and  executed  by  me  on  the 

day  of ,  19—,  preparatory  to  obtaining  letters  patent  of  the  United 

States  therefor;  and  I  do  hereby  authorize  and  request  the  Commissioner  of 

Patents  to  issue  the  said  letters  patent  to  the  said as  the  assignee 

of  my  entire  right,  title,  and  interest  in  and  to  the  same,  for  the  sole  use  and 
behoof  of  the  said and  his  legal  representatives. 

In  testimony  whereof  I  have  hereunto  set  my  hand  and  affixed  my  seal  this 

day  of ,  19— 

[L.  B.] 

In  presence  of — 


»♦ 


(If  assignment,  grant,  or  conveyance  be  acknowledged  as  provided  for  by  Rule  107,  the 
certificate  will  be  prima  facie  evidence  of  the  execution  ox  such  assignment,  grant,  or 
conveyance.) 

38.  Of  thx  Entibe  Interest  in  Lettebs  Patent. 

Whereas  I. ,  of ,  county  of ,  State  of ., 

did  obtain  letters  patent  of  the  United  States  for  an  improvement  in 

which  letters  patent  are  numbered ,  and  bear  date  the day  of 

in  the  year  19— ;  and  whereas  I  am  now  the  sole  owner  of  said  patent  and  of 

all  rights  under  the  same;  and  whereas ,  of ,  county 

of ,  and  State  of ,  is  desirous  of  acquiring  the  entire  interest  in 

the  same : 

Now,  therefore,  to  all  whom  it  may  concern,  be  it  known  that,  for  and  In 

consideration  of  the  sum  of dollars  to  me  in  hand  paid,  the  receipt 

of  which  is  hereby  ucknowledged,  I,  the  said ,  have  sold,  assigned, 

and  transferred,  and  by  these  presents  do  sell,  assign,  and  transfer  unto  the 
said ,  the  whole  right,  title,  and  interest  in  and  to  the  said  improve- 
ment in and  in  and  to  the  lettj^rs  patent  therefor  aforesaid ;  the  same  to 

be  held  and  enjoyed  by  the  said ,  for  his  own  use  and  behoof,  and 

for  the  use  and  l)elioof  of  his  legal  representatives,  to  the  full  end  of  the  term 
for  which  said  letters  patent  are  or  may  be  granted,  as  fully  and  entirely  as 
the  same  would  have  been  held  and  enjoyed  by  me  had  this  assignment  and  sale 
not  been  made. 

In  testimony  whereof  I  have  hereunto  set  my  hand  and  affixed  my  seal  at 

,  in  the  county  of ,  and  State  of ,  this day  of , 

19— 

[L.  B.] 

In  presence  of — 


(See  note  under  Form  87.) 

39.  Of  an  Undivided  Intebest  in  Lettebs  Patent. 

Whereas  I, ,  of ,  county  of ,  State  of , 

did  obtain  letters  patent  of  the  United  States  for  an  improvement  in 

which  letters  patent  are  numl)ered ,  and  bear  date  the day  of , 

in  the  year ;  and  whereas   ,  of   ,   county  of 

,  State  of ,  is  desirous  of  acquiring  an  interest  in  the  same: 

Now,  therefore,  to  all  whom  it  may  concern,  be  it  known  that,  for  and  in 

consideration  of  the  sum  of dollars  to  me  in  hand  paid,  the  receipt  of 

which  is  hereby  acknowledged.     I,  the  said  ,  have  sold, 

assigned,  and  transferred,  and  by  those  presents  do  sell,  assign,  and  transfer 

onto  the  said the  undivided  one-half  part  of  the  whole 

right,  title,  and  intereet  in  and  to  the  said  invention  and  in  and  to  the  letters 
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patoit  therefor  aforesaid;  the  said  undivided  one-half  part  to  be  held  and 

enjoyed  by  the  said : ,  for  his  own  use  and  behoof,  and  fbr 

the  use  and  behoof  of  his  legal  representatiyes,  to  the  full  end  of  the  term  for 
which  said  letters  patent  are  or  may  be  granted,  as  fully  and  entirely  as  the 
same  would  have  been  held  and  enjoyed  by  me  had  this  assignment  and  sale 
not  been  made. 

In  testimony  whereof  I  have  hereunto  set  my  hand  and  affixed  my  seal  at 

,  in  the  county  of ,  and  State  of ,  this day  of , 

19—. 

[L.   8.J 

In  presence  of — 


YSee  note  under  Form  87.) 

40.  Tebbitobial  Intebest  aftis  Grant  or  Patent. 

Whereas  I, ,  of ,  county  of ,  State  of , 

did  obtain  letters  patent  of  the  United  States  for   improvement  in   , 

which  letters  patent  are  numbered ,  and  bear  date  the day  of 

in  the  year  19.. ;  and  whereas  I  am  now  the  sole  owner  of  the  said  patent  and 

of  all  rights  under  the  same  in  the  below-recited  territory ;  and  whereas , 

of ,  coimty  of ,  State  of ,  is  deslrious  of  acquiring  an  Interest 

in  the  same : 

Now,  therefore,  to  all  whom  it  may  concern,  be  it  known  that,  for  and  in 

consideration  of  the  sum  of dollars  to  me  in  hand  paid,  the  receipt  of 

which  is  hereby  acknowledged,  I,  the  said ,  have  sold,  assigned, 

and  transferred,  and  by  these  presents  do  sell,  assign,  and  transfer,  unto  the 

said all  the  right,  title,  and  Interest  in  and  to  the  said  invention. 

as  scoured  to  me  by  said  letters  patent,  for,  to,  and  in  the  State  of ,  and 

for,  to,  or  in  no  other  place  or  places ;  the  same  to  be  held  and  enjoyed  by  the 

said within  and  throughout  the  above-specified  territory,  but  not 

elsewhere,  for  his  own  use  and  behoof,  and  for  the  use  and  behoof  of  his  legal 
representatives,  to  the  full  end  of  the  term  for  which  said  letters  patent  are  or 
may  be  granted,  as  fully  and  entirely  as  the  same  would  have  been  held  and 
enjoyed  by  me  had  this  assignment  and  sale  not  been  made. 

In  testimony  whereof  I  have  hereunto  set  my  hand  and  affixed  my  seal  at 
,  in  the  county  of ,  and  Stato  of this day  of ,  19— 

[L.  8.1 

In  presence  of — 


(See  note  under  Form  37.) 

41.  License — Shop-right. 

In  consideration  of  the  sum  of dollars,  to  be  paid  by  the  firm  of 

,  of ,  in  the  county  of ,  State  of ,  I  do  hereby 

license  and  empower  the  said to  manufacture  in  said (or 

other  place  agreed  upon)   the  imi)rovenient  in ,  for  which  letters 

patent  of  the  United  States  No. were  granted  to  me  the day  of , 

in  the  year  19__,  and  to  sell  the  machines  so  manufactured  throughout  the 
United  States  to  the  full  end  of  the  term  for  which  said  letters  patent  are 
granted. 

Signed  at ,  in  the  county  of and  State  of ,  this  _^—  day  of 

19- 


In  pre>{(Mice  of — 


42.  License — Nor  Exclusive — 'W^ith  Royalty. 

This  npreement,  made  this day  of ,  19__,  between ,  of 

,  in  the  county  of and  State  of ,  party  of  the  first  part,  and 

,  of ,  in  the  county  of and  State  of ,  party  of 
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the  seoond  part  witnesseth  that  whereas  letters  patent  of  the  United  States 

No. ,  for  an  Improvement  in ,  were  granted  to  the  party  of  the 

first  part  on  the day  of ,  19— ;  and  whereas  the  party  of  the  second 

part  is  desirous  of  manufacturing containing  said  patented  im- 
provements :  Now,  therefore,  the  parties  have  agreed  as  follows : 

I.  The  i)arty  of  the  first  part  hereby  licenses  and  empowers  the  party  of  the 
second  part  to  manufacture,  subject  to  the  conditions  hereinafter  named,  at 

their  factory  in ,  and  in  no  other  place  or  places,  to  the  end  of  the  term 

for  which  said  letters  patent  were  granted, containing  the  patented 

improvements,  and  to  sell  the  same  within  the  United  States. 

II.  The  party  of  the  second  part  agrees  to  make  full  and  true  returns  to  the 

party  of  the  first  part,  under  oath,  upon  the  first  days  of and in 

each  year,  of  all containing  the  patented  improvements  manufactured 

by  them. 

III.  The  party  of  the  second  part  agrees  to  pay  to  the  party  of  the  first  part 

dollars  as  a  license  fee  upon  every manufactured  by  said  party 

of  the  second  part  containing  the  patented  improvements;  provided  that  if  the 
said  fee  be  paid  upon  the  days  provided  herein  for  semiannual  returns,  or  within 

days  thereafter,  a  discount  of per  cent  shall  be  made  from  said 

fee  for  prompt  payment 

IV.  Upon  a  failure  of  the  party  of  the  second  part  to  make  returns  or  to 

make  payment  of  license  fees,  as  herein  provided,  for days  after  the 

days  herein  named,  the  party  of  the  first  part  may  terminate  this  license  by 
serving  a  written  notice  upon  the  party  of  the  second  part;  but  the  party  of 
the  second  part  shall  not  thereby  be  discharged  from  any  liability  to  the  party  of 
the  first  part  for  any  license  fees  due  at  the  time  of  the  service  of  said  notice. 

In  witness  whereof  the  parties  above  named  liave  hereunto  set  their  hands 

the  day  and  year  first  above  written  at ,  in  the  county  of and 

State  of 

In  the  presence  of— 


DEP0SITI0H8. 
43.  NoncE  OF  Taking  Testimony. 

In  the  matter  of  the  Interference  between  the  application  of for  a 

machine  and  the  patent  No. ,  granted ,  19 ,  to ,  now 

pending  before  the  CJommlssioner  of  Patents. 

Sib:  You  are  hereby  notified  that  on  Wednesday, ,  19—,  at  the  ofllce 

of ,  esq.,  No. street, , ,  at o'clock  in  the  forenoon, 

I  shall  proceed  to  take  the  testimony  of ,  and ,  all  of ,  as 

witnesses  In  ray  behalf. 

The  examination  will  continue  from  day  to  day  until  completed.  You  are 
Invited  to  attend  and  cross-examine. 


By ,  hia  Attorney. 

Signed  at ,  in  the  county  of ,  and  State  of ,  this day 

of .  19 — 


Witnesses : 


Proof  of  service. 

Personally  appeared  before  me,  a (or  other  ofllcer),  the  above-named 

,  who,  being  duly  sworn,  deposes  and  says  that  he  served  the  above  notice 

upon ,  the  attorney  of  the  said ,  at o'clock of  the 
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day  of ,  19 ,  by  leaving  a  copy  at  his  office  in ,  In  the  connty 

<rf and  State  of ,  in  charge  of 


Sworn  to  and  subscribed  before  me  at ,  in  the  county  of and  State 

of ,  this day  of ,  19 


[Signature  of  Justice  or  notary.] 


[Official  character.] 
(Service  may  be  acknowledged  by  tlie  party  upon  whom  it  is  made,  aa 
follows : 
Service  of  the  above  notice  acknowledged  this of ,  19 


By ,  his  Attorney.) 

44.  Form  of  Deposition. 

Before  the  Commissioner  of  Patents,  in  the  matter  of  the  interference  between 

the  application  of for  a and  Letters  Patent  No. , 

granted ,  19__.  to 

DeiK>sitions  of  witDesses  examined  on  behalf  of ,  pursuant  to  the  annexed 

notice,  at  the  office  of ,  No. street, , ,  on . 

,  19 Present, ,  esq.,  on  behalf  of ,  and ,  esq.,  on 

behalf  of 

,  being  duly  sworn  (or  affirmed),  doth  depose  and  say,  in  answer  to 

interrogatories  proposed  to  him  by ,  esq.,  counsel  for ,  as  follows, 

to  wit : 

Question  1.  What  is  your  name,  age,  occupation,  and  residence? 

Answer  1.  My  name  is ;    I  am years  of  age;    I  am  a 

manufacturer  of and  reside  at ,  in  the  State  of 

Question  2,  etc.  

And  in  answer  to  cross-Interrogatories  proposed  to  him  by ,  esq., 

counsel  for ,  he  saith : 

Cross-question  1.  How  long  have  you  known ? 

Answer  1.  


45.  Certificate  of  Officer. 
[To  follow  deposition.] 

I, ,  a  notary  public  within  and  for  the  county  of and 

State  of (or  other  officer,  as  the  case  may  be),  do  hereby  certify  that 

the  foregoing  deposition  of was  taken  on  behalf  of 

in  pursuance  of  the  notice  hereto  annexed,  before  me,  at ,  in  the  city  of 

,  In  said  county,  on  the day   (or  days)   of ,  19— ;    that  said 

witness  was  by  me  duly  sworn  before  the  commencement  of  his  testimony :   that 

the  testimony  of  said  witness  was  written  out  by  myself  (or  by in 

my  presence)  :  that  the  opposing  party, was  present  (or  absent 

or  represented  by  counsel)  during  the  taking  of  said  testimony;  that  said  tes- 
timony was  taken  at ,  and  was  commenced  at  __  o'clock on  the 

of  ___* ,  19_-,  was  continued  pursuant  to  adjournment  on  the , (etc.) 

and  was  concluded  on  the of  said  month ;  that  the  dei>osition  was  read  by, 

or  to,  each  witness,  before  the  witness  signed  the  same;  that  I  am  not  con- 
nected by  blood  or  marriage  with  either  of  said  parties,  nor  interested  directly 
or  indirectly  In  the  matter  In  controversy. 

In  testimony  whereof  I  have  hereunto  set  my  hand  and  affixed  my  seal  of 
office  at ,  in  said  county,  this day  of ,  19-- 


[Signature  of  Justice  or  notary.] 
[Official  character.] 


(The  magistrate  will  then  append  to  the  deposition  the  notice  under  which 
it  was  taken,  and  will  seal  up  the  testimony  and  direct  it  to  the  Commissioner 
of  Patents,  placing  upon  the  envelope  a  certificate  in  substance  as  follows : 

I  hereby  certifiy  that  the  within  d^;>ositon  of (if  the  package 
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contains  more  than  one  deposition  give  all  the  names),  relating  to  the  matter 

of  interference  l)et\veeii and ,  was  talcen,  sealed  up, 

and  addressed  to  the  Ck)mmissioner  of  Patents  by  me  this day  of , 

19—). 


[Signature  of  justice  or  notary.] 
[Official  character.] 


APPEALS  FSOK  THE  COlOnSSIONEB  OF  PATENTS  TO  THE  COTJBT 
OF  APPEALS  OF  THE  DISTRICT  OF  COLUXBIA. 

COimT  RULES. 

No.  XXI. — Appeals  from  the  Commissioner  of  Patents. 

1.  All  certified  copies  of  papers  and  evidence  on  appeal  from  the 
decision  of  the  Commissioner  of  Patents,  authorized  by  section  9  of 
the  act  of  Congress  approved  February  9,  1893,  shall  be  received  by 
the  clerk  of  this  court,  and  the  cases,  by  titling  and  number  as  they 
appear  on  the  record  in  the  Patent  Office,  shall  be  placed  on  a  separate 
docket  from  the  docket  of  the  cases  brought  into  this  court  by  appeal 
from  the  supreme  court  of  the  District  or  Columbia,  to  be  designated 
as  the  "  Patent  Appeal  Docket;"  and  upon  filing  such  copies  the  party 
appellant  shall  deposit  with  the  clerk,  or  secure  to  be  paid  as  de- 
manded, an  amount  of  money  sufficient  to  cover  all  legal  costs  and  ex- 
penses of  said  appeal ;  and  upon  failure  to  do  so  his  appeal  shall  be 
dismis.sed.  The  clerk  shall,  under  this  titling  of  the  case  on  the  docket, 
make  brief  entries  of  all  papers  filed  and  of  all  proceedings  had  in 
the  case. 

2.  The  appellant,  upon  complying  with  the  preceding  section  of  this 
rule,  shall  file  in  the  case  a  petition  addressed  to  the  court,  in  which 
he  shall  briefly  set  forth  and  show  that  he  has  complied  with  the 
requirements  of  sections  4912  and  4913  of  the  Revised  statutes  of  the 
United  States  to  entitle  him  to  an  appeal,  and  praving  that  his  appeal 
may  be  heard  upon  and  for  the  reasons  assi^^ned  tlierefor  to  the  Com- 
missioner; and  said  appeal  shall  be  taken  within  forty  davs,  exclusive 
of  Sundays  and  legal  holidays,  from  the  date  of  the  ruling  or  order 
appealed  from  and  not  afterwards.  If  the  petition  for  an  appeal 
and  the  certified  copies  of  papers  and  evidence  on  appeal  mentioned  in 
this  and  the  preceding  section  of  this  rule  shall  not  be  filed  and  the 
case  duly  docketed  in  this  court  within  forty  days  (exclusive  of  Sun- 
days ana  legal  holidays)  from  the  day  upon  which  notice  of  appeal  is 
given  to  the  Commissioner  of  Patents,  the  Commissioner,  upon  such 
facts  being  brought  to  his  attention  by  motion  of  the  appellee,  duly 
served  upon  the  appellant  or  his  attorney,  may  take  such  nirther  pro- 
ceedings in  the  case  as  may  be  necessary  to  dispose  of  the  same,  as 
though  no  notice  of  appeal  had  ever  been  ffiven.  That  this  addition 
to  said  Rule  21  shall  not  go  into  effect  and  operation  until  and  from 
the  first  Monday  of  December  next;  and  that  a  copy  of  said  Rule  21, 
as  thus  amended,  be  furnished  by  the  clerk  of  this  court  to  the  Com- 
missioner of  Patents. 

3.  The  clerk  shall  provide  a  minute  book  of  his  office,  in  which  he 
shall  record  every  order,  rule,  judgment,  or  decree  of  the  court  in  each 
case,  in  the  order  of  time  in  which  said  proceedings  shall  occur ;  and  of 
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this  book  the  index  shall  be  so  kept  as  to  show  the  name  of  the  party 
applying  for  the  patent,  the  invention  by  subject-matter  or  name,  and, 
in  the  cases  of  interference,  the  name  of  the  party  with  whose  pending 
application  or  unexpired  patent  the  subsequent  application  is  sup- 
posed to  interfere. 

4.  The  cases  on  this  docket  shall  be  called  for  argument  on  the 
second  Tuesday  of  January,  March,  May,  and  November  in  each  year, 
and  the  cases  shall  be  called  in  regular  order  as  they  may  stand  on  the 
docket.  A  copy  of  these  rules  shall  be  furnished  to  the  Commissioner 
of  Patents;  and  it  shall  be  the  dutj  of  the  clerk  of  this  court  to  give 
special  notice  to  the  said  Conmiissioner  at  least  fifteen  days  immedi- 
ately preceding  the  times  thus  respectively  fixed  for  the  hearing  of 
said  cases;  the  said  notice  to  name  the  place  of  the  sitting  of  the 
court,  the  titling  of  the  cases  on  the  docket  of  this  court,  the  respective 
numbers  thereox,  and  the  number  of  each  case  as  it  appears  of  record 
in  the  Patent  Office ;  and  thereupon  the  Commisioner  shall  give  notice 
to  the  parties  interested  or  concerned  by  notice  addressed  to  them 
severally  by  mail. 

5.  The  clerk  shall  furnish  to  any  applicant  a  copy  of  any  paper  in 
any  of  said  appeals  on  payment  of  the  legal  fees  therefor. 

6.  The  appeals  from  the  Commisioner  of  Patents  shall  be  subject  to 
all  the  rules  of  this  court  provided  for  other  cases  therein,  except 
where  such  rules,  from  the  nature  of  the  case,  or  by  reason  of  special 
provisions  inconsistent  therewith,  are  not  applicable. 

No.  XXII. — Opinions  of  lower  court  and  Commissioner  of  Patents 

made  part  of  record. 

Whenever  the  judgment,  decree,  or  order  appealed  from  is  based 
upon  or  has  reference  to  a  written  opinion  filed  in  the  case  bv  the 
court  below,  such  opinion  shall  constitute  a  part  of  the  transcript  to 
be  sent  to  this  court;  and  such  opinion,  and  also  the  written  reasons 
or  grounds  asigned  by  the  Commissioner  of  Patents  in  appeals  from 
the  Patent  Office,  shall  be  printed  as  part  of  the  record  to  be  printed 
under  Rule  6. 


No.  XXVI. — Sundays  and  legal  holidays  excluded. 

That  wherever  days  are  mentioned  in  the  foregoing  rules  as  limita- 
tion of  time  they  shall  be  construed  to  exclude  Sundays  and  legal 
holidays. 

INSTRUCTIONS  TO  APPELLANTS. 

The  act  of  Congress  creating  the  court  of  appeals  of  the  District  of 
Columbia,  approved  February  9,  1893,  gives  to  that  court  jurisdiction 
of  appeals  from  final  decisions  of  the  Conmiissioner  of  Patents  both  in 
ex  parte  cases  and  in  interference  cases. 

Where  an  appeal  of  either  class  is  to  be  prosecuted  to  the  court  of 
a])peals  of  the  District  of  Columbia,  the  first  step  is  to  file  with  the 
Commissioner  of  Patents  a  notice  of  appeal,  together  with  an  assign- 
ment of  reasons  of  appeal.  This  step  must  be  taken  within  forty  days, 
exclusive  of  Sundays  and  legal  holidays,  from  the  date  of  the  decision 
of  the  Commissioner  of  Patents  sought  to  be  reviewed. 

The  next  step  in  the  prosecution  of  such  an  appeal  is  to  file  with  the 
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clerk  of  the  court  of  appeals  of  the  District  of  Columbia  a  certified 
transcript  of  the  record  and  proceedings  in  the  Patent  OfBce  relating 
to  the  case  in  question,  together  with  a  petition  for  appeal,  addressed 
to  the  court  of  appeals  of  the  District  of  Columbia,  make  a  deposit  of 
$15,  and  have  the  appearance  of  a  member  of  the  bar  of  that  court 
entered  for  the  appellant. 

The  notice  of  appeal  and  reasons  of  appeal  required  to  be  served 
upon  the  Commissioner  of  Patents  may  be  signed  by  the  applicant  or 
by  his  attorney  of  record  in  the  Patent  Office,  but  the  petition  for  an 
appeal  that  is  filed  in  the  court  of  appeals  of  the  District  of  Columbia 
must  be  signed  by  a  member  of  the  bar  of  the  court  of  appeals  of  the 
District  of  Columbia,  who  should  enter  a  regular  appearance  in  the 
case  in  the  clerk's  office. 

After  the  petition  for  the  appeal,  the  certified  transcript,  and  the 
docket  fee  of  $15  have  been  lodged  in  the  office  of  the  clerk  of  the 
court  of  appeals  of  the  District  of  Columbia,  the  clerk  will  send  to 
the  solicitor  of  record  an  estimate  of  the  cost  of  printing  the  petition, 
transcript,  etc. 

When  the  amount  called  for  is  deposited,  the  clerk  will  cause  the 
printing  to  be  done  under  his  supervision,  and  when  the  printing  is 
completed  the  case  will  be  put  on  the  calendar  for  hearing  at  the  next 
term  at  which  patent  appeals  are  heard. 

In  interference  cases  the  clerk  is  authorized  to  receive  printed  copies 
of  the  evidence,  such  as  have  been  used  in  the  Patent  Office,  ttius 
saving  to  the  appellant  the  cost  of  reprinting  such  evidence.  When 
such  printed  copies  are  supplied,  twenty-five  copies  must  be  furnished. 

As  above  stated,  the  notice  of  appeal  and  the  reasons  of  appeal  are 
required  to  be  filed  with  the  Commissioner  of  Patents  withm  forty 
days  (exclusive  of  Sundays  and  legal  holidays)  of  the  date  of  the 
decision  appealed  from,  but  the  petition  for  appeal  and  the  certified 
transcript  which  are  to  be  filed  in  the  court  of  appeals  of  the  District 
of  Columbia  are  required  to  be  filed  in  that  court  within  forty  days 
(exclusive  of  Sundays  and  legal  holidays)  from  the  time  of  the  giving 
of  the  notice  of  appeal ;  that  is  to  say,  if  the  decision  complained  of 
was  rendered,  for  instance,  on  the  1st  day  of  July,  1896,  the  party 
aggrieved  might  file  his  notice  of  appeal,  with  the  reasons  of  appeal, 
at  any  time  within  forty  days  (exclusive  of  Sundays  and  legal  holi- 
days) thereafter ;  but  if  he  filed  his  notice  of  appeal  and  reasons  there- 
for on  the  10th  day  of  July,  1896,  he  would  be  required  to  file  his  peti- 
tion for  appeal  and  the  certified  transcript  in  the  court  of  appeals  of 
the  District  of  Columbia  within  forty  davs  (exclusive  of  Sundays  and 
legal  holidays)  of  the  10th  day  of  July,  "^1896. 

For  convenience  of  appellants  and  to  secure  uniformity  in  practice 
the  following  forms  are  suggested  as  guides  in  the  prosecution  of 
patent  appeal : 

POEUS. 

1.  Form  of  Notice  of  Appeal  to  the  Coubt  of  Appeals  of  the  District  of 

Ck)LUMBIA   IN   AN    Ex   PARTE  GaSE.    WITH    REASONS   OF   APPEAL  AND   REQUEST 

FOB  Transcript. 

In  the  United  States  Patent  Office. 

In  re  application  of 

Serial  No. 

Filed 

Improvements  in . 


iil8         RFLES    AND    BEGULATIONB,  DEPARTMENT    OF    IKTEBIOE. 

T"  thr  r;mi>ih->i-n<T  ')[  Po'eniJt; 

Km:   V(m   iiri-   h.rt-liy   ijotfflert  of  my  appeal   to  the  ™urt  nl  appnls   ot  the 

Dislrii-t  of  rnliiiiiliiii   fmiiL  yoor  ^leclsloo  reudered  on  or  nbout  llie tlnr 

of   ,    ]9__.   ifjfii i riB  iii.v   iiliovB-entirioil  npiilicHtloii  aod   retualat  i 

tiutfiit  for  tlie  liivi'Mlinn  nvl  fortli  therein. 

The  folkiwius  are  nssigned  ud  niiawii  of  iip;>«iil : 

111'--"-  luHert  In  sep«r*le  couaU  the  ipcclOc  nron  rnnpluliii-tl  nt.] 


t  of  iippealB  ot  the  lUntrlft  ut  Cohunbla. 


Serin!  No.  . 

Filed 

luiprovetiiet 


I 

i 


■  cuiirt  <if  iiiijji-iiin  <jf  ihe  DMriH  of  ColMfwBIa: 

r  pctiliinier, if ,  In  tlif  couuty  of  .„__„  and  Sutf 


Tiiiit  lip  is  tlip  uriiilmil  and  first  Inventor  of  i-ertnlo  iie*  und  nsnful  Inipnut- 
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&  FoBM  or  Notice  of  Appeal  to  the  Court  (mt  Appeals  of  the  Distbict  <»* 

Ck)LUMBIA   IN    AN    I NTEBFEBENCE   CASE,    WITH    REASONS   OF   ^VPPEAL  AND    RE- 
QUEST  FOB  TBANSCBIPT. 

In  the  United  States  Patent  Office. — ^Before  the  Commissioner  of  Patenta 

. vs. . 

Interference  No. . 

Subject-matter:  Improvements  in «• 

And  now  comes ,  by ,  his  attorney,  and  gives  notice 

to  the  Commissioner  of  Patents  of  his  appeal  to  the  court  of  appeals  of  the 
District  of  Columbia  from  the  decision  of  the  said  Commissioner,  rendered  on 

or  about  the day  of ,  19—,  awarding  priority  of  invention  to 

in  the  above>entitled  case,  and  assigns  as  his  reasons  of  appeal  the  following : 

[Here  set  out  in  separate  counts  the  specific  errors  in  the  Commissioner's  decision  com- 
plained of.] 


By 

Hi$  Attomep. 


4.  Form  of  Petition  fob  an  Appeal  to  the  Coubt  of  Appeals  of  the  Distbiot 

OF  Columbia  in  an  Interfebence  Case. 

In  the  court  of  appeals  of  the  District  of  Columbia. 

In  re  interference  No. 

,  appellant,  v«. 

To  the  Court  of  Appeals  of  the  District  of  Columbia: 

Your  petitioner, ,  of ,  in  the  county  of and 

State  of ,  respectfully  represents: 

That  he  is  the  original  and  first  inventor  of  certain  new  and  useful  improve- 
ments in 

That  on  the day  of ,  19__,  in  the  manner  prescribed  by  law,  he 

presented  his  application  to  the  Patent  Office,  praying  that  a  patent  be  issued  to 
him  for  the  said  invention. 

That  thereafter,  to  wit,  on  the day  of ,  19__,  an  interference  pro- 
ceeding was  instituted  and  declared  between  his  said  application  and  a  pend- 
ing application  of  one ,  serial  No. ,  filed ,  for 

a  similar  invention. 

That  the  subject  matter  of  said  interference  as  set  forth  in  the  official  declara- 
tion was  as  follows : 

[Here  state  the  issues  of  the  interference.] 

That  thereafter,  to  wit.  on  the day  of 19—,  the  case  having 

been  submitted  upon  the  preliminary  statements  and  evidence  presented'  by  the 
parties  thereto,  the  examiner  of  interferences  rendered  a  decision  awarding 
priority  of  invention  to 

That,  pursuant  to  the  statutes  and  the  rules  of  practice  in  the  Patent  Office 

In  such  case  made  and  provided, appealed  from  the  said  adverse 

decision  of  the  examiner  of  interferences  to  the  board  of  examiners  in  chief,  and 
the  case  having  been  argued  and  submitted  to  said  board,  a  decision  was  ren- 
dered by  said  board  on  the day  of ,  19—,  affirming  (or  reversing) 

the  decision  of  the  examiner  of  interferences. 

That  thereafter,  pursuant  to  said  statutes  and  rules, api)ealed 

from  the  said  adverse  decision  of  the  Board  of  Examiners-in-Chief  to  the  Com- 
missioner of  Patents,  and  the  same  coming  on  to  be  heard  and  having  been 

argued  and  submitted,  a  decision  was,  on  the day  of ,  10__.  rendered 

by  the  Commissioner  adverse  to  your  petitioner,  affirming  (or  reversing)  the 


iuxti  kcyrciacMt  uiHi  juBuce  may  De  done  in  tt 


[To  be  signed  here  by  a  member  of  the  bar  of 
the  court  of  appeals  of  D.  C] 


Solicitor  and  of  CownseL 


STATUTES  CONCERNING  REGISTRATION  OF  TRADE-MARKS,  WITH 
RULES  OF  PATENT  OFFICE,  REVISED  AUGUST  1,  1906. 


ISADE-HABE  LAW  OF  THE  TTNITED  STATES. 

AN  ACT  To  authorize  the  registration  of  trade-marks  used  in  commerce  with 
foreign  nations  or  among  the  several  States  or  with  Indian  tribes,  and  to 
protect  the  same. 

Be  it  enacted  hy  the  Senate  and  House  of  Representatives  of  the 
United  States  of  America  in  Congress  assembled,  That  the  owner  of 
a  trade-mark  used  in  commerce  with  foreign  nations,  or  amon^  the 
several  States,  or  with  Indian  tribes,  provided  such  owner  shall  be 
domiciled  within  the  territory  of  the  United  States,  or  resides  in  or 
is  located  in  any  foreign  country  which,  by  treaty,  convention,  or 
law,  affords  similar  privileges  to  the  citizens  of  the  United  States, 
may  obtain  registration  for  such  trade-mark  by  complying  with  the 
following  requirements :  First,  by  filing  in  the  ^Patent  Office  an  appli- 
cation therefor,  in  writing,  addressed  to  the  Commissioner  of  Patents, 
sigped  by  the  applicant,  specifying  his  name,  domicile,  location,  and 
citizensmp;  the  class  of  merchandise  and  the  particular  description 
of  goods  comprised  in  such  class  to  which  the  trade-mark  is  appro- 
priated; a  description  of  the  trade-mark  itself,  only  when  needed  to 
express  colors  not  shown  in  the  drawing,  and  a  statement  of  the  mode 
in  which  the  same  is  applied  and  affixed  to  goods,  and  the  length  of 
time  during  which  the  trade-mark  has  been  used.  With  this  state- 
ment shall  be  filed  a  drawing  of  the  trade-mark,  signed  by  the  appli- 
cant, or  his  attorney,  and  such  number  of  specimens  or  the  trade- 
mark, as  actually  used,  as  may  be  required  by  the  Commissioner  of 
Patents.  Second,  by  paying  into  the  Treasury  of  the  United  States 
the  sum  of  ten  dollars,  ana  otherwise  complying  with  the  require- 
ments of  this  act  and  such  regulations  as  may  be  prescribed  by  the 
Commissioner  of  Patents. 

Sec.  2.  That  the  application  prescribed  in  the  foregoing  section,  in 
order  to  create  any  right  whatever  in  favor  of  the  party  fifing  it,  must 
be  accompanied  by  a  written  declaration  verified  by  the  applicant,  or 
by  a  member  of  the  firm  or  an  officer  of  the  corporation  or  association 
applying,  to  the  effect  that  the  applicant  believes  himself  or  the  firm, 
corporation,  or  association  in  whose  behalf  he  makes  the  appfication 
to  be  the  owner  of  the  trade-mark  sought  to  be  registered,  and  that 
no  other  person,  firm,  corporation,  or  association,  to  the  best  of  the 
applicant's  knowledge  and  belief,  has  the  right  to  such  use,  either  in 
tne  identical  form  or  in  such  near  resemblance  thereto  as  might  be 
calculated  to  deceive;  that  such  trade-mark  is  used  in  commerce 
among  the  several  States,  or  with  foreign  nations,  or  with  Indian 
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tribes,  and  that  the  description  and  drawing  presented  truly  repre- 
sent the  trade-mark  sought  to  be  registered.  Ii  the  applicant  resides 
or  is  located  in  a  foreign  country,  the  statement  required  shall,  in 
addition  to  the  foregoing,  set  forth  that  the  trade-mark  has  been  reg- 
istered by  the  applicant,  or  that  an  application  for  the  registration 
thereof  has  been  filed  by  him  in  the  foreign  country  in  which  he 
resides  or  is  located,  and  shall  give  the  date  of  such  registration,  or 
the  application  therefor,  as  the  case  may  be,  except  that  in  the  appli- 
cation m  such  cases  it  shall  not  be  necessary  to  state  that  the  mark  has 
been  used  in  commerce  with  the  United  States  or  among  the  States 
thereof.  The  verification  required  by  this  section  may  be  made  before 
any  person  within  the  United  States  authorized  by  law  to  administer 
oaths,  or,  when  the  applicant  resides  in  a  forei^  country,  before  any 
minister,  charge  d^afiraires,  consul,  or  commercial  agent  holding  com- 
mission under  the  Government  of  the  United  States,  or  before  any 
notary  public,  judge,  or  magistrate  having  an  official  seal  and  author- 
ized to  administer  oaths  in  the  foreign  country  in  which  the  applicant 
may  be  whose  authority  shall  be  proved  by  a  certificate  of  a  diplo- 
matic or  consular  officer  of  the  United  States. 

Sec.  3.  That  every  applicant  for  registration  of  a  trade-mark,  or 
for  renewal  of  registration  of  a  trade-mark,  who  is  not  domiciled 
within  the  United  States,  shall,  before  the  issuance  of  the  certificate  of 
registration,  as  hereinafter  provided  for,  designate,  by  a  notice  in 
writing,  filed  in  the  Patent  Office,  some  person  residing  within  th^ 
United  States  on  whom  process  or  notice  of  proceedings  affecting  the 
right  of  ownership  of  tne  trade-mark  of  which  such  applicant  may 
claim  to  be  the  owner,  brought  under  the  provisions  of  this  act  or 
under  other  laws  of  the  United  States,  may  be  served,  with  the  same 
force  and  effect  as  if  served  upon  the  applicant  or  re^strant  in  person. 
For  the  purposes  of  this  act  it  shall  be  deemed  sufficient  to  serve  such 
notice  upon  such  applicant,  registrant,  or  representative  by  leaving 
a  copy  of  such  procx?ss  or  notice  addrCvSsed  to  him  at  the  last  address 
of  which  the  Commissioner  of  Patents  has  been  notified. 

Sec.  4.  That  an  application  for  registration  of  a  trade-mark  filed  in 
this  country  by  any  person  who  has  previously  regularly  filed  in  any 
foreign  country  which,  by  treaty*  convention,  or  law,  affords  similar 
privileges  to  citizens  of  the  United  States  an  application  for  registra- 
tion of  the  same  trade-mark  shall  be  accorded  the  same  force  and 
effect  as  would  be  accorded  to  the  same  application  if  filed  in  this 
country  on  the  date  on  which  application  for  registration  of  the  same 
trade-mark  was  first  filed  in  such  foreign  country:  Provided^  That 
such  application  is  filed  in  this  country  within  four  months  from  the 
date  on  which  the  application  was  first  filed  in  such  foreign  country : 
And  provided^  That  certificate  of  registration  shall  not  be  issued  for 
any  mark  for  registration  of  which  application  has  been  filed  by  an 
applicant  located  in  a  foreign  country  until  such  mark  has  been  actu- 
ally registered  by  the  applicant  in  the  country  in  which  he  is  locate^. 

Sec.  5.  That  no  mark  by  which  the  goods  of  the  owner  of  the  mark 
may  be  distinguished  from  other  goods  of  the  same  class  shall  be 
refused  registration  as  a  trade-mark  on  account  of  the  nature  of  such 
mark  unless  such  mark — 

(a)  Consists  of  or  comprises  immoral  or  scandalous  matter; 

(b)  Consists  of  or  comprises  the  flag  or  coat  of  arms  or  other  insig- 
nia of  the  United  States,  or  any  simulation  thereof,  or  of  any  State  or 
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municipality,  or  of  any  foreign  nation :  Provided^  That  trade-marks 
which  are  identical  with  a  registered  or  known  trade-mark  owned  and 
in  use  by  another,  and  appropriated  to  merchandise  of  the  same 
descriptive  properties,  or  which  so  nearly  resemble  a  registered  or 
known  trade-mark  owned  and  in  use  by  another,  and  appropriated  to 
merchandise  of  the  same  descriptive  properties,  as  to  be  hkely  to  cause 
confusion  or  mistake  in  the  mind  of  the  public,  or  to  deceive  purchas- 
ers, shall  not  be  registered:  Provid^d^  That  no  mark  which  consists 
merely  in  the  name  of  an  individual,  firm,  corporation,  or  association, 
not  written,  printed,  impressed,  or  woven  in  some  particular  or  dis- 
tinctive manner  or  in  association  with  a  portrait  of  the  individual,  or 
merely  in  words  or  devices  which  are  descriptive  of  the  goods  with 
which  they  are  used,  or  of  the  character  or  quality  of  such  goods,  or 
merely  a  geographical  name  or  term,  shall  be  registered  under  the 
terms  of  this  act:  Provided  further^  That  no  portrait  of  a  living 
individual  may  be  registered  as  a  trade-mark,  except  bjr  the  consent  o1 
such  individual,  evidenced  by  an  instrument  in  Writing:  And  pro- 
vided further^  That  nothing  herein  shall  prevent  the  registration  of 
any  mark  used  by  the  applicant  or  his  predecessors,  or  by  those  from 
w^hom  title  to  the  mark  is  derived,  in  commerce  with  foreign  nations 
or  among  the  several  States,  or  with  Indian  tribes,  which  was  in 
actual  and  exclusive  use  as  a  trade-mark  of  the  applicant  or  his  pred- 
ecessors from  whom  he  derived  title  for  ten  years  next  preceding  the 
passage  of  this  act. 

Sec.  6.  That  on  the  filing  of  an  application  for  registration  of  a 
trade-mark  which  complies  with  the  requirements  of  this  act,  and  the 
payment  of  the  fees  herein  provided  for,  the  Commissioner  of  Patents 
shall  cause  an  examination  thereof  to  be  made;  and  if  on  such  exami- 
nation it  shall  appear  that  the  applicant  is  entitled  to  have  his  trade- 
mark registered  under  the  provisions  of  this  act,  the  Commissioner 
shall  cause  the  mark  to  be  published  at  least  once  in  the  Official 
Gazette  of  the  Patent  Office.  Any  person  who  believes  he  would  be 
damaged  by  the  registration  of  a  mark  may  oppose  the  same  by  filing 
notice  of  opposition,  stating  the  grounds  tHerefor,  in  the  Patent  Office 
within  thirty  days  after  3ie  publication  of  the  mark  sought  to  be 
registered,  which  said  notice  of  opposition  shall  be  verified  by  the 
person  filing  the  same  before  one  or  the  officers  mentioned  in  section 
two  of  this  act.  If  no  notice  of  opposition  is  filed  within  said  time, 
the  Commissioner  shall  issue  a  certificate  of  registration  therefor,  as 
hereinafter  provided  for.  If  on  exmaination  an  application  is  re- 
fused, the  Conunissioner  shall  notifiy  the  applicant,  giving  him  his 
reasons  therefor. 

Sec.  7.  That  in  all  cases  where  notice  of  opposition  has  been  filed 
the  Conmiissioner  of  Patents  shall  notify  the  applicant  thereof  and 
the  grounds  therefor. 

T^enever  application  is  made  for  the  registration  of  a  trade-mark 
whidi  is  substantially  identical  with  a  trade-mark  appropriated  to 
goods  of  the  same  descriptive  properties,  for  which  a  certificate  of 
registration  has  been  previously  issued  to  another,  or  for  registration 
of  which  another  has  previously  made  application,  or  which  so  nearly 
resembles  such  trade-mark,  or  a  known  trade-mark  owned  and  used 
bjr  another,  as,  in  the  opinion  of  the  Commissioner,  to  be  likely  to  be 
mistaken  therefor  by  the  public,  he  may  declare  that  an  interference 
exists  as  to  such  trade-mark,  and  in  every  oftse  of  interference  or 
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opposition  to  registration  he  shall  direct  the  examiner  in  charge  of 
interferences  to  determine  the  question  of  the  right  of  re'gistration  to 
such  trade-mark,  and  of  the  sufficiency  of  objections  to  registration, 
in  such  manner  and  upon  such  notice  to  those  interested  as  the  Com- 
missioner may  by  rules  prescribe. 

The  Commissioner  may  refuse  to  register  the  mark  against  the  reg- 
istration of  which  objection  is  filed,  or  may  refuse  to  register  both  of 
two  interfering  marks,  or  may  register  the  mark,  as  a  trade-mark,  for 
the  person  first  to  adopt  ana  use  the  mark,  if  otherwise  entitled  to 
register  the  same,  unless  an  appeal  is  taken,  as  hereinafter  provided 
for,  from  hie  decision,  by  a  party  interested  in  the  proceeding,  within 
such  time  (not  less  than  twenty  days)  as  the  Commissioner  may 
prescribe. 

Sec.  8.  That  every  applicant  for  the  registration  of  a  trade-mark, 
or  for  the  renewal  of  the  registration  of  a  trade-mark,  which  appli- 
cation is  refused,  or  a  party  to  an  interference  against  whom  a  deci- 
sion hss  been  rendered,  or  a  party  who  has  filed  a  notice  of  opposition 
as  to  a  trade-mark,  may  appeal  from  the  decision  of  the  examiner  in 
charge  of  trade-marks,  or  the  examiner  in  charge  of  interferences,  as 
the  case  may  be,  to  the  Commissioner  in  person,  having  once  paid  the 
fee  for  such  appeal. 

Sec.  9.  That  if  an  applicant  for  registration  of  a  trade-mark,  or  a 
party  to  an  interference  as  to  a  trade-mark,  or  a  party  who  has  filed 
opposition  to  the  registration  of  a  trade-mark,  or  party  to  an  applica- 
tion for  the  cancellation  of  the  registration  of  a  trade-mark,  is  dissat- 
isfied with  the  decision  of  theCommissioner  of  Patents,  he  may  appeal 
to  the  court  of  appeals  of  the  District  of  Columbia,  on  complying  with 
the  conditions  required  in  case  of  an  appeal  from  the  decision  of  the 
Commissioner  by  an  applicant  for  patent,  or  a  party  to  an  interfer- 
ence as  to  an  invention,  and  the  same  rules  of  practice  and  procedure 
shall  govern  in  every  stage  of  such  proceedings,  as  far  as  the  same 
may  be  applicable. 

Sec.  10.  That  ever}'  registered  trade-mark,  and  every  mark  for  the 
registration  of  which  application  has  been  made,  together  with  the 
application  for  registration  of  the  same,  shall  be  assignable  in  con- 
nection with  the  good  will  of  the  business  in  which  the  mark  is  used. 
Such  assignment  must  be  by  an  instrument  in  writing  and  duly 
acknowledged  according  to  the  laws  of  the  country  or  State  in  which 
the  same  is  executed :  any  such  assignment  shall  be  void  as  against 
any  subsequent  purchaser  for  a  valuable  consideration,  without 
notice,  unless  it  is  recorded  in  the  Patent  Office  within  three  months 
from  date  thereof.  The  Commissioner  shall  keep  a  record  of  such 
assignments. 

Sec.  11.  That  certificates  of  registration  of  trade-marks  shall  be 
issued  in  the  name  of  the  United  States  of  America,  under  the  seal 
of  the  Patent  Office,  and  shall  be  signed  by  the  Commissioner  of 
Patents,  and  a  record  thereof,  together  with  printed  copies  of  the 
drawing  and  statement  of  the  applicant,  shall  be  kept  in  books  for 
that  purpose.  The  certificate  shall  state  the  date  on  which  the  appli- 
cation for  registration  was  received  in  the  Patent  Office.  Certificates 
of  registration  of  trade-marks  may  be  issued  to  the  assignee  of  the 
applicant,  but  the  assignment  must  first  be  entered  of  record  in  the 
Patent  Office. 

Written  or  printed  copies  of  any  records,  books,  papers,  or  draw- 
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ings  relating  to  trade-marks  belon^ng  to  the  Patent  Office,  and  of 
certificates  of  registration,  authenticated  by  the  seal  of  the  Patent 
Office  and  certified  by  the  Commissioner  thereof,  shall  be  evidence  in 
all  cases  wherein  the  originals  could  be  evidence;  and  anv  person 
making  application  therefor  and  paying  the  fee  required  by  law  shall 
have  certified  copies  thereof. 

Sec.  12.  That  a  certificate  of  registration  shall  remain  in  force  for 
twenty  years,  except  that  in  the  case  of  trade-marks  previously  regis- 
tered in  a  foreign  country  such  certificates  shall  cease  to  be  in  force 
on  the  day  on  which  the  trade-mark  ceases  to  be  protected  in  such 
foreign  country,  and  shall  in  no  case  remain  in  force  more  than 
twenty  years,  unless  renewed.  Certificates  of  registration  may  be 
from  time  to  time  renewed  for  like  periods  on  payment  of  the 
renewal  fees  required  by  this  act,  upon  request  by  the  registrant,  his 
legal  representatives,  or  transferees  of  record  in  the  Patent  Office, 
and  such  request  may  be  made  at  any  time  not  more  than  six  months 
prior  to  the  expiration  of  the  period  for  which  the  certificates  of 
registration  were  issued  or  renewed.  Certificates  of  registration  in 
force  at  the  date  at  which  this  act  takes  effect  shall  remain  in  force 
for  the  period  for  which  they  were  issued,  but  shall  be  renewable 
on  the  same  conditions  and  for  the  same  periods  as  certificates  issued 
under  the  provisions  of  this  act,  and  when  so  renewed  shall  have  the 
same  force  and  effect  as  certificates  issued  under  this  act. 

Sec.  13.  That  whenever  any  person  shall  deem  him^self  injured  by 
the  registration  of  a  trade-mark  in  the  Patent  Office  he  may  at  any 
time  apply  to  the  Commissioner  of  Patents  to  cancel  the  registration 
thereof.  The  Commissioner  shall  refer  such  application  to  the  exam- 
iner in  charge  of  interferences,  who  is  empowered  to  hear  and  deter- 
mine this  question  and  who  shall  give  notice  thereof  to  the  registrant. 
If  it  appear  after  a  hearing  before  the  examiner  that  the  registrant 
was  not  entitled  to  the  tise  of  the  mark  at  the  date  of  his  application 
for  registration  thereof,  or  that  the  mark  is  not  used  by  the  registrant, 
or  has  been  abandoned,  and  the  examiner  shall  so  decide,  the  Commis- 
sioner shall  cancel  the  registration.  Appeal  may  be  taken  to  the  Com- 
missioner in  person  from  the  decision  of  examiner  of  interferences. 

Sec.  14.  That  the  following  shall  be  the  rates  for  trade-mark  fees: 

On  filing  each  original  appBcation  for  registration  of  a  trade-mark, 
ten  dollars :  Provided^  That  an  application  for  registration  of  a  trade- 
ma  rk  pending  at  the  date  of  the  passage  of  this  act,  and  on  which 
certificate  of  registration  shall  not  have  issyed  at  such  date,  may,  at 
the  option  of  the  applicant,  be  proceeded  with  and  registered  under 
the  provisions  of  this  act  without  the  payment  of  further  fee. 

On  filing  each  application  for  renewal  of  the  registration  of  a  trade- 
mark, ten  dollars. 

On  filing  notice  of  opposition  to  the  registration  of  a  trade-mark, 
ten  dollars. 

On  an  appeal  from  the  examiner  in  charge  of  trade-marks  to  the 
Commissioner  of  Patents,  fifteen  dollars. 

On  an  appeal  from  the  decision  of  the  examiner  in  charge  of  inter- 
ferences, awarding  ownership  of  a  trade-mark  or  cancelling  the  reg- 
istration of  a  trade-mark,  to  the  Commissioner  of  Patents,  fifteen 
dollars. 

For  certified  and  uncertified  copies  of  certificates  pf  registration 
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and  other  papers,  and  for  recording  transfers  and  other  papers,  the 
same  fees  as  required  by  law  for  such  copies  of  patents  and  for  record- 
ing assignments  and  other  papers  relating  to  patents. 

Sec.  15.  That  sections  forty-nine  hundred  and  thirty -five  and  forty- 
nine  hundred  and  thirty-six  of  the  Revised  Statutes,  relating  to  the 
payment  of  patent  fees  and  to  the  repayment  of  fees  paid  by  mistake, 
are  hereby  made  applicable  to  trade-mark  fees. 

Sec.  16.  That  the  re^stration  of  a  trade-mark  under  the  provisions 
of  this  act  shall  be  prima  facie  evidence  of  ownership.  Aiiy  person 
who  shall,  without  the  consent  of  the  owner  thereof,  reproduce, 
counterfeit,  copy,  or  colorably  imitate  any  such  trade-mark  and  affix 
the  same  to  merchandise  of  substantially  tiie  same  descriptive  proper- 
ties as  those  set  forth  in  the  registration,  or  to  labels,  signs,  prints, 
packages,  wrappers,  or  receptacles  intended  to  be  used  iipon  or  in  con- 
nection with  the  sale  of  merchandise  of  substantially  the  same  descrip- 
tive properties  as  those  set  forth  in  such  registration,  and  shall  use, 
or  shall  have  used,  such  reproduction,  counterfeit,  copy^  or  colorable 
imitation  in  commerce  among  the  several  States,  or  with  a  foreign 
nation,  or  with  the  Indian  tribes,  shall  be  liable  to  an  action  for  dam- 
ages therefor  at  the  suit  of  the  owner  thereof;  and  whenever  in  any 
such  action  a  verdict  is  rendered  for  the  plaintiff,  the  court  may  enter 
judgment  therein  for  any  sum  above  the  amount  found  by  the  verdict 
as  the  actual  damages,  according  to  the  circumstances  of  the  case,  not 
exceeding  three  times  the  amount  of  such  verdict,  together  with  the 
costs. 

Sec.  17.  That  the  circuit  and  territorial  courts  of  the  United  States 
and  the  supreme  court  of  the  District  of  Columbia  shall  have  original 
jurisdiction,  and  the  circuit  courts  of  appeal  of  the  United  States  and 
the  court  of  appeals  of  the  District  of  Columbia  shall  have  appellate 
jurisdiction  oi  all  suits  at  law  or  in  equity  respecting  trade-marks 
registered  in  accordance  with  the  provisions  of  this  act,  arising  under 
the  present  act,  without  regard  to  the  amount  in  controversy. 

Sec.  18.  That  writs  of  certiorari  may  be  granted  by  the  Supreme 
Court  of  the  United  States  for  the  review  of  cases  arising  under  this 
act  in  the  same  manner  as  provided  for  patent  cases  by  the  act  cre- 
ating the  circuit  court  of  appeals. 

Sec.  19.  That  the  several  courts  vested  with  jurisdiction  of  cases 
arising  under  the  present  act  shall  have  power  to  grant  injunctions, 
according  to  the  course  and  principles  of  equity,  to  prevent  the  viola- 
tion of  any  right  of  the  owner  of  a  trade-mark  registered  under  this 
act,  on  such  terms  as  the  court  may  deem  reasonable;  and  upon  a 
decree  being  rendered  in  any  such  case  for  wrongful  use  of  a  trade- 
mark the  complainant  shall  be  entitled  to  recover,  in  addition  to  the 
profits  to  be  accounted  for  by  the  defendant,  the  damages  the  com- 
plainant has  sustained  thereby,  and  the  court  shall  assess  the  same  or 
cause  the  same  to  be  assessed  under  its  direction.  The  court  shall 
have  the  same  power  to  increase  such  damages,  in  its  discretion,  as  is 
given  by  section  sixteen  of  this  act  for  increasing  damages  found  by 
verdict  in  actions  of  law;  and  in  assessing  profits  the  plaintiff  shall 
be  required  to  prove  defendant's  sales  only;  defendant  must  prove  all 
elements  of  cost  which  are  claimed. 

Sec.  20.  That  in  any  case  involving  the  right  to  a  trade-mark  regis- 
tered in  accordance  with  the  provisions  of  tiiis  act,  in  which  the  ver- 
dict has  been  found  for  the  plaintiff,  or  an  injunction  issued,  the 
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court  may  order  that  all  labels,  signs,  prints,  packages,  wrappers,  or 
receptacles  in  the  possession  of  the  defendant,  bearing  the  trade-mark 
of  the  plaintiff  or  complainant,  or  any  reproduction,  counterfeit,  copy, 
or  colorable  imitation  thereof,  shall  be  delivered  up  and.  destroyea. 
Any  injunction  that  may  be  granted  upon  hearing,  after  notice  to 
the  defendant,  to  prevent  the  violation  of  any  right  of  the  owner  of  a 
trade-mark  registered  in  accordance  with  the  provisions  of  this  act, 
by  any  circuit  court  of  the  United  States,  or  by  a  judge  thereof,  may 
be  served  on  the  parties  against  whom  such  injunction  may  be 
granted  anywhere  m  the  United  States  where  they  may  be  found, 
and  shall  be  operative,  and  may  be  enforced  by  proceedmgs  to. pun- 
ish for  contempt,  or  otherwise,  by  the  court  by  which  such  mi  unction 
was  granted,  or  by  any  other  circuit  court,  or  judge  thereoi,  in  the 
United  Stat^,  or  by  the  supreme  court  of  the  District  of  Columbia,  or 
a  judge  thereof.  The  said  courts,  or  judges  thereof,  shall  have  juris- 
diction to  enforce  said  injunction,  as  herein  provided,  as  fully  as  if 
the  injunction  had  been  granted  by  the  circuit  court  in  which  it  is 
sought  to  be  enforced.  The  clerk  of  the  court  or  judge  granting  the 
injunction  shall,  when  required  to  do  so  by  the  court  before  which 
application  to  enforce  said  injunction  is  made,  transfer  without  delay 
to  said  court  a  certified  copy  of  all  the  papers  on  which  the  said  in- 
junction was  granted  that  are  on  file  in  his  office. 

Sec.  21.  That  no  action  or  suit  shall  be  maintained  under  the  pro- 
visions of  this  act  in  any  case  when  the  trade-mark  is  used  in  un- 
lawful business,  or  upon  any  article  injurious  in  itself,  or  which 
mark  has  been  used  with  the  design  of  deceiving  the  public  in  the  pur- 
chase of  merchandise,  or  has  been  abandoned,  or  upon  any  certificate 
of  registration  fraudulently  obtained. 

Sec.  22.  That  whenever  there  are  interfering  registered  trade- 
marks, any  person  interested  in  any  one  of  them  may  have  relief 
against  the  mterfering  registrant,  and  all  persons  interested  under 
him,  by  suit  in  equity  against  the  said  registrant;  and  the  court,  on 
notice  to  adverse  parties  and  other  due  proceedings  had  according  to 
the  course  of  equity,  may  adjudge  and  declare  eiSier  of  the  registra- 
tions void  in  whole  or  in  part  according  to  the  interest  of  the  parties 
in  the  trade-mark,  and  may  order  the  certificate  of  registration  to  be 
delivered  up  to  the  Commissioner  of  Patents  for  cancellation. 

Sec.  23.  That  nothing  in  this  act  shall  prevent,  lessen,  impeach,  or 
avoid  any  remedy  at  law  or  in  equity  which  any  party  aggrieved  by 
any  wrongful  use  of  any  trade-mark  might  have  had  if  the  provisions 
of  this  act  had  not  been  passed. 

Sec.  24.  That  all  applications  for  registration  pending  in  the  office 
of  the  Commissioner  of  Patents  at  the  time  of  the  passage  of  this  act 
may  be  amended  with  a  view  to  bringing  them,  and  the  certificate 
issued  upon  such  applications,  under  its  provisions,  and  the  prosecu- 
tion of  such  applications  may  be  proceeded  with  under  the  provisions 
of  this  act. 

Sec.  25.  That  any  person  who  shall  procure  registration  of  a  trade- 
mark, or  entrv  thereof,  in  the  office  of  the  Commissioner  of  Patents 
by  a  raise  or  n'audulent  declaration  or  representation,  oral  or  in  writ- 
ing, or  by  any  false  means,  shall  be  liable  to  pay  any  damages  sus- 
tained in* consequence  thereof  to  the  injured  party,  to  be  recovered  by 
an  action  on  the  case. 

Sec.  26.  That  the  Commissioner  of  Patents  is  authorize^  ^^  ^nake 


228        RULES   AND   REGULATIONS,  DEPARTMENT  OF   INTERIOR. 

rules  and  regulations,  not  inconsistent  with  law,  for  the  conduct  of 

?Toceedings  m  reference  to  the  registration  of  trade-marks  provided 
or  by  this  act. 

Sec.  27.  That  no  article  of  imported  merchandise  which  shall  copy 
or  simulate  the  name  of  any  domestic  manufacture,  or  manufacturer 
or  trader,  or  of  any  manufacturer  or  trader  located  in  any  foreign 
country,  which,  by  treaty,  convention,  or  law  affords  similar  privileges 
to  citizens  of  the  United  States,  or  which  shall  copy  or  simulate  a 
trade-mark  registered  in  accordance  with  the  provisions  of  this  act, 
or  shall  bear  a  name  or  mark  calculated  to  induce  the  public  to  believe 
that  the  article  is  manufactured  in  the  United  States,  or  that  it  is 
manufactured  in  any  forei^  country  or  locality  other  than  the  coun- 
try or  locality  in  which  it  is  in  fact  manufactured,  shall  be  admitted 
to  entry  at  any  custom-house  of  the  United  States;  and,  in  order  to 
aid  the  officers  of  the  customs  in  enforcing  this  prohibition,  any 
domestic  manufacturer  or  trader,  and  any  foreign  manufacturer  or 
trader,  who  is  entitled  under  the  provisions  of  a  treaty,  convention, 
declaration,  or  agreement  between  the  United  States  and  any  foreign 
counti'y  to  the  advantages  afforded  by  law  to  citizens  of  the  United 
States  in  respect  to  trade-marks  and  commercial  names,  may  require 
his  name  and  residence,  and  the  name  of  the  locality  in  which  his 
goods  are  manufactured,  and  a  copv  of  the  certificate  of  registration 
of  his  trade-mark,  issued  in  accorclance  with  the  provisions  t)f  this 
act,  to  be  recorded  in  books  which  shall  be  kept  for  this  purpose  in 
the  Department  of  the  Treasury,  under  such  regulations  as  the  Secre- 
tary of  the  Treasury  shall  prescribe,  and  may  nirnish  to  the  Depart- 
ment facsimiles  of  his  name,  the  name  of  tne  locality  in  which  his 
goods  are  manufactured,  or  of  his  registered  trade-mark;  and  there- 
upon the  Secretary  of  the  Treasury  shall  cause  one  or  more  copies  of 
the  same  to  be  transmitted  to  each  collector  or  other  proper  oflicer  of 
customs. 

Sec.  28.  That  it  shall  be  the  duty  of  the  registrant  to  give  notice  to 
the  public  that  a  trade-mark  is  registered,  either  by  affixing  thereon 
the  words  "  Registered  in  U.  S.  Patent  Office,"  or  abbreviated  thus, 
"Reg.  U.  S.  Pat.  Off.,"  or  when,  from  the  character  or  size  of  the 
trade-mark,  or  from  its  manner  of  attachment  to  the  article  to  which 
it  is  appropriated,  this  can  not  be  done,  then  by  affixing  a  label  con- 
taining a  like  notice  to  the  package  or  receptacle  wherein  the  article 
or  articles  are  inclosed ;  and  in  any  suit  for  infringement  by  a  party 
failing  so  to  give  notice  of  registration  no  damages  shall  be  recovered, 
except  on  proof  that  the  defendant  was  duly  notified  of  infringement, 
and  continued  the  same  after  such  notice. 

Sec.  29.  That  in  construing  this  act  the  following  rules  must  be 
observed,  except  where  the  contrary  intent  is  plainly  apparent  from 
the  context  thereof :  The  United  States  includes  and  embraces  all  ter- 
ritory which  is  under  the  iurisdiction  and  control  of  the  United 
States.  The  word  ''  States  includes  and  embracer?  the  District  of 
Columbia,  the  Territories  of  the  United  States,  and  such  other  terri- 
tory as  shall  be  under  the  jurisdiction  and  control  of  the  United 
States.  The  terms  "  person  "  and  "  owner,"  and  any  other  word  or 
term  used  to  designate  the  applicant  or  other  entitled  to  a  benefit  or 
privilege  or  rendered  liable  under  the  provisions  of  this  act,  include 
a  firm,  corporation,  or  association  as  well  as  a  natural  person.    The 
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term  "applicant"  and  "registrant"  embrace  the  successors  and 
assigns  of  such  applicant  or  registrant  The  term  "  trade-mark " 
includes  any  mark  which  is  entitled  to  registration  under  the  terms 
of  this  act,  and  whether  registered  or  not,  and  a  trade-mark  shall  be 
deemed  to  be  "  affixed  "  to  an  article  when  it  is  placed  in  any  manner 
in  or  upon  either  the  article  itself  or  the  receptacle  or  package  or 
upon  the  envelope  or  other  thing  in,  by,  or  with  which  the  goocb  are 
packed  or  inclosed  or  otherwise  prepared  for  sale  or  distribution. 

Sec.  30.  That  this  act  shall  be  in  force  and  take  eflFect  April  first, 
nineteen  hundred  and  five.  All  acts  and  parts  of  acts  inconsistent 
with  this  act  are  hereby  repealed  except  so  far  as  the  same  may  apply 
to  certificates  of  registration  issued  under  the  act  of  Congress  ap- 
proved March  third,  eighteen  hundred  and  eighty-one,  entitled  "An 
act  to  authorize  the  registration  of  trade-marks  and  protect  the 
same,"  or  under  the  act  approved  August  fifth,  eighteen  hundred  and 
eighty-two,  entitled  "An  act  relating  to  the  registration  of  trade- 
marks." 

Approved,  February  20,  1905. 


AN  ACT  To  amend  the  laws  of  the  United  States  relating  to  the  registration  of 

trade-marks. 

Be  it  enacted  hy  the  Senate  and  House  of  Representatives  of  the 
United  States  of  America  in  Congress  assembled^  That  section  one  of 
tiie  act  entitled  "An  act  to  authorize  the  registration  of  trade-marks 
used  in  commerce  with  foreign  nations  or  among  the  several  States 
or  with  Indian  tribes,  and  to  protect  the  same,"  approved  February 
twentieth,  nineteen  hundred  and  five,  be,  and  is  hereby,  amended  by 
inserting  after  the  words  "  description  of  the  trade-mark  itself  "  the 
words  "  only  when  needed  to  express  colors  not  shown  in  the  draw- 
ing," so  that  the  section,  as  amended,  shall  read  as  follows : 

"  That  the  owner  of  a  trade-mark  used  in  commerce  with  foreign 
nations,  or  among  the  several  States,  or  with  Indian  tribes,  provided 
such  owner  shall  be  domiciled  within  the  territory  of  the  United 
States  or  resides  in  or  is  located  in  any  foreign  country  which,  by 
treaty,  convention,  or  law,  affords  similar  privileges  to  the  citizens  of 
the  United  States,  may  obtain  registration  for  such  trade-mark  by 
complying  with  the  following  requirements:  First,  by  filing  in  the 
Patent  Office  an  application  therefor,  in  writing,  addrcvssed  to  the 
Commissioner  of  Patents,  signed  by  the  applicant,  specifying  his 
name,  domicile,  location,  and  citizenship;  the  class  of  merchandise 
and  the  particular  description  of  goods  comprised  in  such  class  to 
which  the  trade-mark  is  appropriated;  a  description  of  the  trade- 
mark itself,  only  when  needed  to  express  colors  not  shown  in  the 
drawing,  and  a  statement  of  the  mode  in  which  the  same  is  applied 
and  affixed  to  goods,  and  the  length  of  time  during  which  the  trade- 
mark has  been  used.  With  this  statement  shall  be  filed  a  drawing  of 
the  trade-mark,  signed  by  the  applicant,  or  his  attorney,  and  such 
number  of  specimens  of  the  trade-mark  as  actually  used  as  may  be 
required  by  the  Commissioner  of  Patents.  Second,  by  paying  into 
the  Treasury  of  the  United  States  the  ^      "^  ^'      'i-Hot^  an(j  other- 
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wise  complying  with  the  requirements  of  this  act  and  such  regulatione 
as  may  be  prescribed  by  the  Commissioner  of  Patents." 

Sec.  2.  That  the  Commissioner  of  Patents  shall  establish  classes  of 
merchandise  for  the  purpose  of  trade-mark  registration,  and  shall 
determine  the  particular  descriptions  of  goods  comprised  in  each  class. 
On  a  single  application  for  registration  of  a  trade-mark  ihe  trade- 
mark may  be  registered  at  the  option  of  the  applicant  for  any  or  all 
goods  upon  which  the  mark  has  actually  been  used  comprised  in  a 
single  class  of  merchandise,  provided  the  particular  descriptions  of 
goods  be  stated. 

Sec.  3.  That  any  owner  of  a  trade-mark  who  shall  have  a  manu- 
facturing establishment  within  the  territory  of  the  United  States  shall 
be  accorded,  so  far  as  the  registration  and  protection  of  trade-marks 
used  on  the  products  of  su(£  establishment  are  concerned,  the  same 
rights  and  privileges  that  are  accorded  to  owners  of  trade-marks 
domiciled  within  the  territory  of  the  United  States  by  the  act  entitled 
"An  act  to  authorize  the  registration  of  trade-marks  used  in  commerce 
with  foreign  nations  or  among  the  several  States  or  with  Indian 
tribes,  and  to  protect  the  same,  approved  February  twentieth,  nine- 
teen hundred  and  five. 

Sec.  4.  That  this  act  shall  take  effect  July  first,  nineteen  hundred 
and  six. 

Approved,  May  4, 1906. 


LIST  OF  TEADE-XASE  LAWS  07  TOREIQIT  VAUONB. 

The  trade-mark  laws  of  the  following  countries  have  been  published 
in  the  Official  Gazette: 


Counlry. 

u^ml.; 

Page.          Date. 

„'„t 

Pnye. 

DKU. 

AiffendneRepuWIo.. 

i 

24 

383    Jin.  M.IKBS 
IBM     Ki-pt.    I.IK90 

Jap.n 

s 

78 

1 

70 

S 

SOT 

mi 

1035 
2ST 

rii: 
m 

iS'y    k\'- 

-':::::: 

Apr.     s,im 

Orce.'<- 

iwiyV".".'!... ..;;;;; 

Dec.    SO.HOJ 

TRADE-HARE  TREATIES  WITH  FOREIQIT  NATIONS. 

The  following  is  a  list  of  the  governments  with  which  conventions 
for  the  reciprocal  ivpistration  and  protection  of  trade-marks  have 
been  entered  into  by  the  United  States,  with  the  dates  of  the  respec- 
tive conventions.  For  the  full  text,  reference  is  made  to  the  Official 
Gazette.  The  laws  of  Switzerland  and  the  Netherlands  being  so 
framed  as  to  afford  reciprocal  privileges  to  the  citizens  or  subjects 
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of  any  government  which  affords  similar  privileges  to  the  people  of 
those  countries,  the  mere  exchange  of  diplomatic  notes,  giving  notice 
of  the  fact,  accomplishes  all  the  purposes  of  a  formal  convention. 


Country. 


Austria-Hungary 
Belgium 

Denmark 

France 

Germany 

Great  Britain  . . . . 


Vol- 
ume. 

Page. 

Date. 

2 

2 

29 

61 

2 

2 

14 

418 
^7 
4S2 
671 
416 
418 
233 

Oct     8,1872 

Do. 
Nov.    4,1884 
Nov.    1,1892 
Oct.     8,1872 

Do. 
Aug.  18,1878 

Country. 


Italy 

Japan  . ; . . 
Roumania 

Russia 

Servia 

Spain 


Vol- 
ume. 


27 
78 
123 
2 
28 
26 


Page. 


804 
1744 
1288 

416 

1191 

98 


Date. 


Apr.  22,1884 

Mar.  16,1897 

July  24,1906 

Oct  8,1872 

Sept  30,1884 

Oct  9,1888 


The  declaration  with  Great  Britain  is  drawn  so  as  to  confer  mutual 
trade-mark  rights  upon  the  subjects  and  citizens  of  each  of  the  con- 
tracting parties  throughout  the  dominions  and  possessions  of  the 
other.  Citizens  or  residents  of  British  colonies  are  therefore  per- 
mitted to  register  their  trade-marks  imder  this  treaty  whenever  it  is 
satisfactorily  shown  that,  in  the  respective  colonies  similar  protec- 
tion is  afforded  to  citizens  of  the  United  States. 


EXILES  GOVEBNING  THE  EEGISTEATION  OF  TEADE-KABES. 

(Under  act  approved  February  20,  1905,  to  take  eflPect  April  1,  1905,  and  under 
act  approved  May  4,  1906,  to  take  effect  July  1,  1906.) 

United  States  Patent  Office, 

Wdshington^  D.  C,  Augvst  i,  1906. 

The  following  rules,  designed  to  be  in  strict  accordance  with  the 
provisions  of  the  acts  approved  February  20,  1905,  and  May  4,  1906, 
for  the  registration  of  trade-marks,  are  published  for  gratuitous  dis- 
tribution. 

Applicants  for  registration  and  their  attorneys  are  advised  that 
their  business  will  be  facilitated  by  the  observance  of  the  forms  on 

pages . 

Frederick  I.  Allen. 

Commissioner  of  Patents. 


CORRESPONDENCE. 

1.  All  business  with  the  Office  should  be  transacted  in  writing. 
Unless  by  the  consent  of  all  parties,  the  action  of  the  Office  will  be 
based  exclusively  on  the  written  record.  No  attention  will  be  paid  to 
any  alleged  oral  promise,  stipulation,  or  understanding  in  relation  to 
which  there  is  disagreement  or  doubt. 

2.  Applicants  and  attorneys  will  be  required  to  conduct  their  busi- 
ness with  the  Office  with  decorum  and  courtesy.  Papers  presented  in 
violation  of  this  requirement  will  be  returned;  but  all  such  papers 
will  first  be  submitted  to  the  Commissioner,  and  only  be  returned  by 
his  direct  order. 

3.  All  letters  should  be  addressed  to  "  The  Commissioner  of  Pat- 
ents ;  "  and  all  remittances  by  monev  order,  check,  or  draft  should  be 
to  his  order. 
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4.  A  separate  letter  should^  in  every  case,  be  written  in  relation  to 
each  distinct  subject  of  inquiry  or  application.  Complaints  against 
the  examiner  in  charge  of  traae-marks,  assignments  for  record,  fees, 
and  orders  for  copies  or  abstracts  must  be  sent  to  the  Office  in  separate 
letters. 

5.  Letters  relating  to  pending  applications  should  refer  to  the  name 
of  the  applicant,  the  serial  number  of  the  application,  and  the  date  of 
filing.  Letters  relating  to  registered  trade-marks  should  refer  to  the 
name  of  the  registrant,  the  number  and  date  of  the  certificate,  and  the 
merchandise  to  which  the  trade-mark  is  applied. 

6.  The  personal  attendance  of  applicants  at  the  Patent  Office  is 
unnecessary.    Their  business  can  be  transacted  by  correspondence. 

7.  When  an  attorney  shall  have  filed  his  power  of  attorney  duly 
executed,  the  correspondence  will  be  held  with  him. 

8.  A  double  correspondence  with  an  applicant  and  his  attorney,  or 
with  two  attorneys,  can  not,  generally,  be  allowed. 

9.  The  Office  can  not  undertake  to  respond  to  inquiries  propounded 
with  a  view  to  ascertain  whether  certain  trade-marks  have  been  regis- 
tered, or,  if  so,  to  whom,  or  for  what  goods;  nor  can  it  give  advice  as 
to  the  nature  and  extent  of  the  protection  afforded  by  the  law,  or  act 
as  its  expounder,  except  as  questions  may  arise  upon  applications 
regularly  filed. 

10.  Express,  freight,  postage,  and  all  other  charges  on  matter  sent 
to  the  Patent  Office  must  be  prepaid  in  full ;  otherwise  it  will  not  be 
received. 

ATTORNEYS. 

11.  An  applicant  or  an  assignee  of  the  entire  interest  may  prosecute 
his  own  case,  but  he  is  advised,  unless  familiar  with  such  matters,  to 
employ  a  competent  attorney.  The  Office  can  not  aid  in  the  selection 
of  any  attorney. 

A  register  of  attorneys  is  kept  in  this  Office,  on  which  will  be 
entered  the  names  of  all  persons  entitled  to  represent  applicants 
before  the  Patent  Office.  The  names  of  persons  in  the  rollowing 
chisses  will,  upon  their  written  request,  be  entered  on  this  register: 

(a)  Any  attorney  at  law  who  is  in  good  standing  in  any  court  of 
record  in  the  United  States  or  any  of  the  States  or  Territories  thereof 
and  who  shall  furnish  a  certificate  of  the  clerk  of  such  United  States, 
State,  or  Territorial  court,  duly  authenticated  imder  the  seal  of  the 
court,  that  he  is  an  attorney  in  good  standing. 

(6)  Any  person  who  has  been  regularly  recognized  as  an  attorney 
or  agent  to  represent  claimants  before  the  Department  of  the  Interior, 
or  any  bureau  thereof,  and  is  in  good  standing,  provided  that  such 
person  shall  furnish  a  statement  of  the  date  of  his  admission  to  prac- 
tice as  such  attorney  or  agent,  and  shall  further  show,  if  rec^uired  by 
the  Commissioner,  that  he  is  possessed  of  the  necessary  qualifications 
to  render  applicants  valuable  service,  and  is  otherwise  competent  to 
advise  and  assist  them  in  the  presentation  and  prosecution  of  their 
applications  before  the  Patent  Office. 

(<?)  Any  person,  not  an  attorney  at  law,  who  shall  file  a  certificate 
from  a  judge  of  a  United  States,  State,  or  Territorial  court,  duly 
authenticated  under  the  seal  of  the  court,  that  such  person  is  or  good 
moral  character  and  of  good  repute  and  possessed  of  the  neoessary 
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cjualifications  to  enable  him  to  render  applicants  valuable  service,  and 
is  otherwise  competent  to  advise  and  assist  them  in  the  presentation 
and  jprosecution  of  their  applications  before  the  Patent  Office. 

(a)  Any  firm,  not  entitled  to  registration  under  the  preceding 
sections,  which  shall  show  that  the  individuals  composing  the  firm 
are  each  and  all  recognized  as  patent  attomevs  or  agents,  or  are  each 
and  all  entitled  to  be  so  recognized  under  the  preceding  sections  of 
this  rule. 

The  Commissioner  may  demand  additional  proof  of  qualifications, 
and  reserves  the  right  to  decline  to  recognize  any  attorney,  agent,  or 
other  person  applying  for  registration  under  this  rule. 

Any  person  or  firm,  not  registered  and  not  entitled  to  be  recognized 
under  this  rule  as  an  attorney  or  agent  to  represent  applicants  gener- 
ally, may,  upon  a  showing  or  circumstances  which  render  it  necessary 
or  justifiable,  be  recognized  by  the  Commissioner  to  prosecute  as  at- 
torney or  agent  any  certain  specified  application  or  applications,  but 
this  limited  recognition  shall  not  extend  further  than  the  applica- 
tion or  applications  named. 

No  person,  not  registered  as  above  provided,  will  be  permitted  to 
prosecute,  as  attorney,  applications  before  the  Patent  Office. 

12.  Beiore  any  attorney,  original  or  associate,  will  be  allowed  to 
inspect  papers  or  take  action  oi  any  kind  his  power  of  attorney  must 
be  filed.  General  powers  given  by  a  principal  to  an  associate  can  not 
be  considered.  In  each  application  the  written  authorization  must 
be  filed.  A  power  of  attorney  purporting  to  have  been  given  to  a 
firm  or  copartnership  will  not  be  recognized,  either  in  favor  of  the 
firm  or  of  any  of  its  members,  unless  all  its  members  shall  be  named 
in  such  power  of  attorney. 

13.  Substitution  or  association  may  be  made  by  an  attorney  upon 
the  written  authorization  of  his  prmcipal;  but  such  authbrization 
will  not  empower  the  second  attorney  to  appoint  a  third. 

14.  Powers  of  attorney  may  be  revoked  at  any  stage  in  the  pro- 
ceedings of  a  case  upon  application  to  and  approval  by  the  Com- 
missioner; and,  when  so  revoked,  the  Office  will  communicate  di- 
rectly with  the  applicant,  or  such  other  attorney  as  he  may  appoint. 
An  attorney  will  oe  promptly  notified,  by  the  docket  clerk,  of  the 
revocation  of  his  power  of  attorney. 

15.  For  gross  misconduct,  the  Commissioner  may  refuse  to  recog- 
nize any  person  as  an  attorney,  either  generally  or  in  any  particular 
case;  but  the  reasons  for  such  refusal  will  be  duly  recorded  and  be 
subject  to  the  approval  of  the  Secretary  of  the  Interior. 

WHO  MAY  REGISTER  A  TRADE-MARK. 

16.  A  trade-mark  may  be  registered  by  any  person,  firm,  corpora- 
tion, or  association  domiciled  within  the  territory  of  the  United 
States,  or  residing  in  or  located  in  any  foreign  country  which,  by 
treaty,  convention,  or  law,  affords  similar  privileges  to  the  citizens  of 
the  United  States,  and  who  is  entitled  to  the  use  of  any  trade-mark 
and  uses  the  same  in  commerce  with  foreign  nations,  or  among  the 
several  States,  or  with  Indian  tribes,  upon  payment  of  the  fee  re- 
quired by  law  and  other  due  proceedings  nad.    (See  rules  17  and  20.) 

17.  Except  as  provided  by  section  3  of  the  act  of  May  4,  1906,  no 
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trade-mark  will  be  registered  to  an  applicant  residing  or  located  in  t 
foreim  country  unless  such  country,  oy  treaty,  convention,  or  law, 
affords  similar  privileges  to  the  citizens  of  the  United  States,  nor 
unless  the  trade-mark  has  been  registered  by  the  applicant  in  the  for- 
eign country  in  which  he  resides  or  is  located,  nor  imtil  such  applicant 
has  filed  in  this  Office  a  certified  copv  of  the  certificate  of  r^is^jration 
of  his  trade-mark  in  the  country  where  he  resides  or  is  located.  In 
such  cases  it  is  not  necessary  to  state  in  thfe  application  that  the 
trade-mark  has  been  used  in  conmierce  with  the  United  States  or 
among  the  several  States  thereof. 

18.  The  owner  of  a  trade-mark,  residing  or  located  in  a  forei^ 
country  and  who  shall  have  a  manufacturmg  establishment  witlun 
the  territory  of  the  United  States,  may  register  a  trade-mark  used 
on  the  products  of  such  establishment  upon  complying  with  the  pro- 
visions of  the  act  of  February  20,  1905,  as  prescribed  for  owners  of 
trade-marks  domiciled  within  the  territory  of  the  United  States. 

WHAT  MAT  BE  REGISTERED  AS  A  TRADE-MARK. 

19.  No  trade-mark  will  be  registered  to  an  owner  domiciled  within 
the  territory  of  the  United  States  imless  it  shall  be  made  to  appear 
that  the  same  is  used  as  such  by  said  owner  in  commerce  among  the 
several  States,  or  between  the  United  States  and  some  foreign  nation 
or  Indian  tribe;  no  trade-mark,  except  as  provided  by  section  3  of 
the  act  of  May  4,  1906^  will  be  registered  to  an  owner  residing  in  or 
located  in  a  foreign  country  unless  said  country,  by  treaty,  conven- 
tion, or  law,  affords  similar  privileges  to  the  citizens  of  the  United 
States;  no  trade-mark  will  be  registered  which  consists  of  or  com- 
prises immoral  or  scandalous  matter,  or  which  consists  of  or  com- 
prises the  flag  or  coat  of  arms  or  other  insignia  of  the  United  States, 
or  any  simulation  thereof,  or  of  any  State  or  municipality,  or  of  any 
foreign  nation,  or  which  is  identical  with  a  registered  or  known 
trade-mark  owned  and  in  use  by  another,  and  appropriated  to 
merchandise  of  the  same  descriptive  properties,  or  which  so  nearly 
resembles  a  registered  or  known  trade-mark  owned  and  in  use  by 
another,  and  appropriated  to  merchandise  of  the  same  descriptive 
properties,  as  to  be  likely  to  cause  confusion  or  mistake  in  the  mind 
of  the  public,  or  to  deceive  purchasers;  or  which  consists  merely  in 
the  name  of  an  individual,  firm,  corporation,  or  association,  not 
written,  printed,  impressed,  or  woven  in  some  particular  or  distinc- 
tive nianner-or  in  association  with  a  portrait  of  the  individual,  or 
merely  in  words  or  devices  which  are  descriptive  of  the  goods  with 
which  they  are  used,  or  of  the  character  or  quality  of  such  goods,  or 
merely  a  geographical  name  or  term:  no  portrait  of  a  living  indi- 
vidual win  be  registered  as  a  trade-mark,  except  by  the  consent  of 
such  individual,  evidenced  by  an  instrument  in  writing;  and  no 
trade-mark  will  be  registered  which  is  used  in  unlawful  business,  or 
upon  any  article  injurious  in  itself,  or  which  has  been  used  with  the 
design  of  deceiving  the  public  in  the  purchase  of  merchandise,  or 
which  has  been  abandoned. 

20.  Any  mark,  used  in  commerce  with  foreign  nations  or  among 
the  several  States  or  with  Indian  tribes,  may  be  registered  if  it  has 
been  in  actual  and  exclusive  use  as  a  trade-mark  of  the  applicant| 
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or  his  predecessors  from  whom  he  derived  title,  for  ten  years  next 
preceding  the  passage  of  the  act  of  February  20,  1905.  (See 
rule  32.) 

THE  APPLICATION. 

21.  An  application  for  the  registration  of  a  trade-mark  must  be 
made  to  the  Commissioner  of  Patents  and  must  be  signed  by  the 
applicant. 

22.  A  complete  application  comprises : 

(a)  A  petition,  requesting  registration,  signed  by  the  applicant. 
(See  Form  1.) 

(6)  A  statement  specifying  the  name,  domicile,  location,  and  citi- 
zenship of  the  party  applying;  the  class  of  merchandise,  and  the 
particular  description  of  goods  comprised  in  such  class,  to  which  the 
trade-mark  is  appropriated;  a  description  of  the  trade-mark  itself, 
only  when  needea  to  express  colors  not  shown  in  the  drawing;  and 
a  statement  of  the  mode  in  which  the  same  is  applied  and  a£&ed  to 
the  goods,  and  of  the  length  of  time  during  which  the  trade-mark 
has  been  used,  and,  if  the  applicant  be  a  corporation  or  association, 
it  must  be  set  forth  under  the  laws  of  what  State  or  nation  organized. 
(See  sec.  29  of  the  act  of  February  20, 1905,  and  Forms  2,4, 6,  and  10.) 

(c)  A  declaration  complying  with  section  2  of  the  act  of  February 
20,  1905.     (See  Forms  3,  5,  7,  8,  9,  and  11.) 

(d)  A  drawing  of  the  trade-mark,  which  shall  be  a  facsimile  of  the 
same  as  actually  used  upon  the  goods.    (See  Rules  36  and  37.) 

(e)  Five  specimens  (or  facsimiles,  when,  from  the  mode  of  apply- 
ing or  affixing  the  trade-mark  to  the  goods,  specimens  can  not  be 
furnished)  of  the  trade-mark  as  actually  used  upon  the  goods. 

(/)  A  fee  of  $10. 

23.  The  petition,  the  statement,  and  the  declaration  must  be  in  the 
English  language  and  written  on  one  side  of  the  paper  only. 

24.  The  name  of  the  applicant  will  appear  in  the  certificate  of  reg- 
istration precisely  as  it  is  signed  to  the  statement  of  the  application, 
and  therefore  the  signature  to  the  statement  must  be  the  correct  sig- 
nature of  the  applicant,  and  the  name  of  the  applicant  wherever  it 
appears  in  the  papers  of  the  application  will  be  made  to  agree  with 
the  name  as  signed  to  the  statement. 

25.  No  information  will  be  given,  without  authority  of  the  appli- 
cant, respecting  the  filing  of  an  application  for  the  registration  of  a 
trade-mark  by  any  person,  or  the  subject-matter  thereof,  unless  it 
shall,  in  the  opinion  of  the  Commissioner,  be  necessary  to  the  proper 
conduct  of  business  before  the  Office. 

26.  All  applications  for  registration  pending  in  the  Patent  Office 
at  the  time  of  the  passage  oi  the  act  of  February  20,  1905,  may  be 
amended  with  a  view  to  bringing  them  and  the  certificates  issued 
under  such  applications  under  the  provisions  of  said  act,  and  the 
prosecution  oi  such  applications  may  be  proceeded  with  under  its 
provisions  without  the  payment  of  further  fee.  When  such  an  appli- 
cation is.  amended  to  bring  it  under  the  act  of  February  20,  1905,  it 
will  be  given  a  serial  number  and  a  date  of  filing  under  said  act. 

A  trade-mark,  registered  under  the  act  of  March  3,  1881,  may  be 
registered  under  the  act  of  February  20, 1905,  but  the  application  for 
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8udi  regLstration  wiU  be  sabject  to  examiniitioii  in  the  same  manner 
MS  Other  applications  filed  under  said  act  of  Febmarr  20.  1905. 

27.  An  application  for  r^stration  of  a  trade-mark,  filed  in  this 
ooontry  by  any  person  who  has  previously  regularly  filed  in  anv  for- 
eign country  which,  by  treaty,  conTention,  or  law,  affords,  jgfmilar 
privileges  to  the  citizens  of  the  United  States  an  application  for  r^is- 
tration  of  the  same  trade-mark,  shall  be  accorded  the  same  force  and 
effect  as  would  be  accorded  to  the  same  application  if  filed  in  this 
country  on  the  date  on  which  application  for  registration  of  the  same 
trade-mark  was  first  filed  in  such  foreign  country:  Proinded^  That 
such  application  be  filed  in  this  country  within  four  months  from  the 
date  on  which  the  application  was  first  filed  in  such  foreign  country. 

28.  Every  applicant  for  registration  of  a  trade-mark,  or  for  renewal 
of  registration  of  a  trade-mark,  who  is  not  domiciled  within  the 
United  States,  shall,  befqre  the  issuance  of  the  certificate  of  registra- 
tion, designate,  bv  a  notice  in  writing,  filed  in  the  Patent  Office, 
some  person  residing  within  the  United  States  on  whom  process 
or  notice  of  proceedings  affecting  the  right  of  ownership  of  the  trade- 
mark of  which  such  applicant  may  claim  to  be  the  owner  may  be 
served.  This  notice  shall  be  indorsed  upon  the  file  wrapper  oi  the 
application. 

29.  In  proceedings  relating  to  an  application,  or  to  a  re^stration 
under  the  act  of  February  20,  1905,  it  shall  be  deemed  sufficient  to 
serve  notice  upon  the  applicant,  registrant,  or  representative,  by  leav- 
ing a  copy  01  the  process  or  notice  of  proceedings  addressed  to  him 
at  the  last  address  of  which  the  Commissioner  of  Patents  has  been 
notified. 

30.  A  trade-mark  may,  at  the  option  of  the  applicant,  be  registered 
on  a  single  application,  for  any  or  all  goods  comprised  in  a  single 
class  of  merchandise,  provided  the  particular  description  of  goods 
be  stated,  and  provided  that  the  mark  has  been  actually  used  upon 
all  of  the  goods  specified.     (See  Classification  of  merchandise.) 

81.  The  application  must  be  accompanied  by  a  written  declaration, 
verified  by  the  applicant,  or  by  a  member  of  the  firm,  or  by  an  officer 
of  the  corporation  or  association  applying,  to  the  effect  that  he  be- 
lieves hiins(»lf,  or  the  firm,  cx)rporation,  or  association  in  whose 
Mialf  he  makes  the  declaration,  to  be  the  owner  of  the  trade-mark 
sought  to  he  registered,  and  that  no  other  person,  firm,  corporation, 
or  association,  to  the  best  of  his  knowledge  and  belief,  has  the  right 
to  ns(»  the  trade-mark,  either  in  the  identical  form  or  any  such  near 
resemblance  thereto  as  might  be  calculated  to  deceive;  that  such 
trade-mark  is  used  in  commerce  among  the  several  States,  or  with 
foreign  nations,  or  with  Indian  tribes;  that  the  drawing  truly  rep- 
resents the  trade-mark  sought  to  be  registered;  that  the  specimens 
(or  facsimiles)  show  the  mark  as  actually  used  upon  the  goods; 
and  that  the  facts  set  forth  in  the  statement  are  true.  (See  Rule 
17  and  Forms  3,  5,  7,  8,  9,  and  11.) 

\V1.  AAHiere  application  is  made  under  section  5  of  the  act  of  Eeb- 
ruary  20,  11)05,  on  the  gi-ound  that  the'  mark  has  been  in  actual  and 
exchisivc  use  of  a  trade-mark  by  the  applicant,  or  his  predecessors 
from  whom  he  derived  title,  for  ten  years  next  preceding  the  passage 
of  said  act,  the  applicant  shall,  in  addition  to  the  requirements  of 
section  2  of  said  act,  make  oath  to  such  actual  use  of  the  mark  as  a 
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trade-mark  by  himself,  or  his  predecessors,  or  hj  those  from  whom 
title  to  the  same  is  derived,  for  the  period  specified,  and  that,  to  the 
best  of  his  knowledge  and  belief,  such  use  has  been  exclusive.  (See 
Form  8.)  .  , 

38.  If  the  applicant  resides  or  is  located  in  a  foreign  country,  the 
declaration  required,  unless  the  applicant  be  presented  under  the  pro- 
visions of  section  3  of  the  act  of  May  4, 1906,  shall  also  set  forth  that 
the  trade-mark  has  been  registered  by  the  applicant,  or  that  an  appli- 
cation for  the  registration  thereof  has  been  filed  by  him  in  the  for- 
eign country  in  which  he  resides  or  is  located,  and  shall  give  the  date 
of  such  registration,  or  of  the  application  therefor,  as  the  case  may  be. 
In  such  cases,  it  shall  not  be  necessary  to  state  that  the  mark  has  been 
used  in  commerce  with  the  United  States  or  among  the  States  thereof. 

If  the  application  be  presented  under  the  provisions  of  section  3  of 
the  act  of  May  4, 1906,  the  declaration,  in  addition  to  the  requirements 
of  Rule  31,  must  state  that  the  applicant  has  a  manufacturing  estab- 
lishment within  the  territory  of  the  United  States  and  that  the  goods 
upon  which  the  trade-mark  is  used  are  the  product  of  such  estab- 
lishment. 

34.  The  declaration  may  be  made  before  any  person  within  the 
United  States  authorized  by  law  to  administer  oaths,  or,  when  the 
applicant  residas  in  a  foreigii  country,  before  any  minister,  charge 
d  afFairas,  consul,  or  commercial  agent  holding  commission  under  the 
Government  of  the  United  States,  or  before  any  notary  public, 
judge,  or  magistrate  having  an  official  seal  and  authorized  to  admin- 
ister oaths  in  the  foreign  country  in  which  the  applicant  may  be, 
whose  authority  shall  be  proved  by  the  certificate  of  a  diplomatic  or 
consular  officer  of  the  United  States,  the  declaration  being  attested  in 
all  cases,  in  this  and  other  countries,  by  the  proper  officifU  seal  of  the 
officer  before  whom  the  same  is  made. 

35.  Amendment  of  the  declaration  will  not  be  permitted.  If  that 
filed  with  the  application  be  faulty  or  defective,  a  substitute  declara- 
tion must  be  filed. 

DRAWING. 

36.  (1)  The  drawing  must  be  made  upon  pure  white  paper  of  a 
thickness  corresponding  to  two-sheet  Bristol  board.  The  surface  of 
the  paper  must  be  calendered  and  smooth.  India  ink  alone  must  be 
used,  to  secure  perfectly  black  and  solid  lines. 

(2)  The  size  of  a  sheet  on  which  a  drawing  is  made  must  be  exactly 
10  by  15  inches.  One  inch  from  its  edges,  a  single  marginal  line  is  to 
be  drawn,  leaving  the  "  sight  "  precisely  8  by  13  inches.  Within  this 
margin  all  work  and  signatures  must  be  included.  One  of  the  shorter 
sides  of  the  sheet  is  regarded  as  its  top,  and,  measuring  down- 
wardly from  the  marginal  line,  a  space  of  not  less  than  IJ  inches  is  to 
be  left  blank  for  the  heading  of  title,  name,  number,  and  date. 

(3)  All  drawing  must  be  made  with  the  pen  only.  Every  line  and 
letter,  signatures  included,  must  be  absolutely  black.  This  direction 
applies  to  all  lines,  however  fine,  and  to  shading.  All  lines  must  be 
clean,  sharp,  and  solid,  and  they  must  not  be  too  fine  or  crowded. 
Surface  shading,  when  used,  should  be  open. 

(4)  The  name  of  the  proprietor  of  the  trade-mark,  signed  by 
himself  or  by  his  attorney  oi  record,  f      ''  ^~  ^^laced  at  the  lower 
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right-hand  comer  of  the  sheet  within  the  marginal  lines,  but  in  no 
instance  should  it  encroach  upon  the  drawing. 

(5)  When  the  view  is  longer  than  the  width  of  the  sheet,  the  sheet 
should  be  turned  on  its  side  and  the  heading  should  be  placed  at  the 
right  and  the  signature  at  the  left,  occupying  the  same  space  and  posi- 
tion as  in  an  upright  view  and  being  horizontal  when  the  sheet  islield 
in  an  upright  position. 

(6)  Drawings  transmitted  to  the  Office  should  be  sent  flat,  pro- 
tected by  a  sheet  of  heavy  binder's  board.  They  should  not  be  rcxUed 
or  folded. 

(7)  An  agent's  or  attorney's  stamp,  or  advertisement,  or  written 
address  will  not  be  permitted  upon  the  face  of  a  drawing,  within  or 
without  the  marginal  line. 

37.  The  Office,  at  the  request  of  applicants,  will  furnish  the  draw- 
ings at  cost. 

EXAMINATION  OF  APPLICATIONS. 

38.  All  complete  applications  for  registration  are  considered,  in  the 
first  instance,  by  the  examiner  in  charge  of  trade-marks.  Whenever, 
on  examination  of  an  application,  registration  is  refused  for  any  rea- 
son whatever,  the  applicant  will  be  notified  thereof.  The  reasons  for 
such  refusal  will  be  stated,  and  such  information  and  references  will 
be  given  as  may  be  useful  in  aiding  the  applicant  to  judge  of  the 
propriety  of  further  prosecuting  his  application. 

39.  The  examination  of  an  application  and  the  action  thereon  will 
be  directed  throughout  to  the  merits,  but  in  each  letter  the  examiner 
shall  state  or  refer  to  all  his  objections. 

40.  If,  on  examination  of  an  application  for  the  registration  of 
a  trade-mark,  it  shall  appear  that  the  applicant  is  entitled  to  have  his 
trade-mark  registered  under  the  provisions  of  the  law,  the  mark  will 
be  published  in  The  Official  Gazette  at  least  once.  Such  publication 
shall  be  at  least  thirty  days  prior  to  the  date  of  registration. 

If  no  notice  of  opposition  be  filed  within  thirty  days  after  such 
publication  the  applicant  or  his  attorney  will  be  duly  notified  of  the 
allowance  of  his  application,  and  a  certificate  of  registration  will  be 
issued  as  provided  in  rule  58. 

The  weekly  issue  closes  on  Thursday,  and  the  certificates  of  regis- 
tration of  that  issue  bear  date  as  of  the  third  Tuesday  thereafter. 

AMENDMENTS. 

41.  The  statement  may  be  amended  to  correct  informalities,  or  to 
avoid  objections  made  by  the  Office,  or  for  other  reasons  arising  in  the 
course  oi  examination,  but  no  amendments  to  the  description  or  draw- 
ing of  the  trade-mark  will  be  permitted  unless  warranted  by  some- 
thing in  the  specimens  (or  facsimiles)  as  originally  filed. 

42.  In  every  amendment  the  exact  word  or  words  to  be  stricken 
out  or  inserted  in  the  statement  must  be  specified,  and  the  precise 
point  indicated  where  the  erasure  or  insertion  is  to  be  made.  All 
such  amendments  must  be  on  sheets  of  paper  separate  from  the  papers 
previously  filed,  and  written  on  but  one  side  ot  the  paper. 

Erasures,  additions,  insertions,  or  mutilations  of  tne  papers  sn4 
records  must  not  b^  made  by  the  applicaiit  or  attorney^ 
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43.  When  an  amendatory  clause  is  amended,  it  must  be  wholly  re- 
written, so  that  no  interlineation  or  erasure  shall  appear  in  the  clause, 
as  finally  amended,  when  the  application  is  passed  to  issue.  If  the 
number  or  nature  of  the  amen(unents  shall  render  it  otherwise  diffi- 
cult to  consider  the  case,  or  to  arrange  the  papers  for  printing  or 
copying,  the  examiner  may  require  the  entire  statement  to  be  re- 
written. 

44.  After  allowance,  the  examiner  will  exercise  jurisdiction  over  an 
application  only  by  special  authority  from  the  Commissioner. 

Amendments  may  be  made  after  the  allowance  of  an  application,  if 
the  case  has  not  been  printed,  on  the  recommendation  of  the  examiner^ 
approved  by  the  Commissioner,  without  withdrawmg  the  case  from 
issue. 

45.  After  the  completion  of  the  application,  the  Office  will  not 
return  the  papers  for  any  purpose  whatever.  If  the  applicant  has  not 
preserved  copies  of  the  papers  which  he  wishes  to  amend,  the  Office 
will  furnish  them  on  the  usual  terms. 

INTERFERENCE,  OPPOSITION,  AND  CANCEtliATION. 

46.  Whenever  application  is  made  for  the  registration  of  a  trade- 
mark which  is  substajitially  identical  with  a  trade-mark  appropriated 
to  goods  of  the  saMe  descriptive  properties,  for  which  a  certificate  of 
registration  has  been  previously  issued  to  another,  or  for  registration 
of  which  another  had  previously  made  application,  or  which  so  nearly 
resembles  such  trade-mark,  or  a  known  trade-mark  owned  and  useS 
by  another,  as,  in  the  opinion  of  the  Commissioner,  to  be  likely  to  be 
mistaken  therefor  by  tne  public,  an  interference  will  be  declared. 

The  practice  in  trade-mark  interferences  will  follow,  as  nearly  as 
practicable,  the  practice  in  interferences  between  applications  for 
patents. 

47.  Before  the  declaration  of  interference,  all  preliminary  questions 
must  have  been  settled  by  the  examiner  in  charge  of  trade-marks, 
and  the  trade-mark  which  is  to  form  the  subject-matter  of  the  contro- 
versy must  have  been  decided  to  be. registrable  and  must  have  been 
published  at  least  once  in  the  Official  Gazette  of  the  Patent  Office. 

Whenever  two  or  more  applicants  are  found  to  be  claiming  the 
same  registrable  trade-mark,  the  examiner  of  trade-marks,  when  the 
application  of  one  of  the  applicants  is  ready  for  publication,  may 
require  the  other  applicants  to  put  their  applications  in  condition  for 
publication  within  a  time  specined,  in  order  that  an  interference  may 
be  declared.  If  any  party  fail  to  put  his  application  in  condition  for 
publication  within  such  time  specified,  the  aeclaration  of  interference 
will  not  be  delayed,  but,  after  judgment  of  priority,  the  application 
of  such  party  will  be  held  for  revision  and  restriction,  su^jject  to 
interference  with  other  applications  or  registered  trade-marks. 

48.  The  examiner  in  charge  of  interferences  may,  either  before  or 
in  his  decision  on  the  question  of  priority,  direct  the  attention  of  the 
Commissioner  to  any  matter  not  relating  to  priority  which  may  have 
come  to  his  notice,  and  which,  in  his  opinion,  estabUshes  the  fact  that 
no  interference  exists,  or  that  there  has  been  such  irregularity  in 
declaring  the  same  as  will  preclude  a  proper  determination  of  the 
q|uestion  of  priority,  or  whicn  amounts  to  a  statutory  bar  to  registra.^ 
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tion  of  the  mark  to  any  or  all  of  the  parties  to  the  interference.  The 
Commissioner  may,  before  judgment  on  the  question  of  priority,  sus- 
pend the  interference  and  remand  the  same  to  the  examiner  of  trade- 
marks for  his  consideration  of  the  matters  to  which  attention  has  been 
directed.  If  the  case  be  not  so  remanded,  the  examiner  in  charge  of 
trade-marks  will,  after  judgment,  consider  any  matter  affecting  the 
rights  of  either  party  to  registration  which  may  have  bc^n  brought 
to  his  attention,  imless  the  same  shall  have  been  previously  disposed 
of  by  the  Commissioner.  From  the  decision  of  the  examiner  of  trade- 
marks appeals  may  be  taken,  as  in  other  cases. 

49.  Motions  to  dissolve  an  interference  upon  the  ground  that  no 
interference  in  fact  exists,  or  that  there  has  been  such  irre^larity  in 
declaring  the  same  as  will  preclude  a  proper  determination  of  the 
question  of  priority,  or  which  deny  the  registrability  of  an  applicant's 
mark,  should,  if  possible,  be  made  not  later  than  the  twentieth  day 
after  the  notices  of  the  interference  have  been  mailed.  Such  motions, 
and  all  motions  of  a  similar  character,  should  be  accompanied  by  a 
motion  to  transmit  the  same  to  the  examiner  in  charge  of  trade-marks, 
and  such  motion  to  transmit  will  be  noticed  for  hearing  upon  a  day 
certain  before  the  examiner  in  charge  of  interferences.  When  in 
proper  form,  the  motion  presented  wiU,  with  the  files  and  papers,  be 
transmitted,  by  the  examiner  in  charge  of  interferences,  for  oetermi- 
nation,  to  the  examiner  in  charge  of  trkde-marks,  who  will  thereupon 
fix  a  day  certain  when  said  motion  will  be  heard  before  him  upon  the 
merits,  and  ffive  notice  thereof  to  all  the  parties.  If  a  stay  of  pro- 
ceedings be  desired,  a  motion  therefor  should  accompany  the  motion 
for  transmission. 

Motions  to  shift  the  burden  of  proof  should  be  made  before,  and 
will  be  determined  by,  the  examiner  in  charge  of  interferences.  No 
appeal  from  the  decision  on  such  motion  will  be  entertained,  but  the 
matter  may  be  reviewed  on  appeal  from  the  final  decision  upon  the 
question  of  priority. 

50.  The  decision  of  the  examiner  in  charge  of  trade-marks,  upon  a 
motion  for  dissolution,  will  be  binding  upon  the  examiner  in  charge  of 
interferences  unless  reversed  or  modified  on  appeal.  Unless  appeal 
be  taken  within  the  time  limited  for  appeal,  the  examiner  in  charge  of 
trade-marks  will  return  the  files  and  papers  with  his  decision  to  the 
examiner  in  charge  of  interferences. 

51.  Any  person  who  believes  he  would  be  damaged  by  the  registra- 
tion of  a  mark  may  oppose  the  same  by  filing,  in  duplicate,  a  written 
notice  of  opposition  (see  Form  12),  stating  the  grounds  therefor, 
within  thirty  days  after  the  publication  (see  Rule  40)  of  the  mark 
sought  to  be  registered,  which  notice  of  opposition  shall  be  accompa- 
nied by  the  fee  required  by  law,  and  shall  be  verified  by  the  person 
filing  the  same,  before  one  of  the  officers  mentioned  in  section  2  of  the 
act  of  February  20, 1905.     (See  Rule  34.) 

52.  Any  person,  deeming  himself  to  be  injured  by  the  registration 
of  a  trade-mark  in  the  Patent  Office,  may,  at  any  time,  make  appli- 
cation (see  Form  13)  to  the  Commissioner  to  cancel  the  registration 
thereof.  Such  application  shall  be  filed  in  duplicate,  shall  state 
the  grounds  for  cancellation,  and  shall  be  verified  by  the  person  filing 
the  same,  before  one  of  the  officers  mentioned  in  section  2  of  the  act 
of  February  20, 1905.     (See  Rule  34.) 
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53.  If  it  shall  appear,  after  a  hearing  before  the  examiner  of  inter- 
ferences, that  the  registrant  was  not  entitled  to  the  use  of  the  mark 
at  the  date  of  his  application  for  registration  thereof,  or  that  the 
mark  is  not  used  by  the  registrant,  or  has  been  abandoned,  and  the 
examiner  in  charge  of  interrerences  shall  so  decide,  the  Commissioner 
shall  cancel  the  registration  of  the  mark,  xmless  appeal  be  taken 
within  the  limit  fixed. 

54.  In  cases  of  opposition,  and  of  applications  for  cancellation,  the 
examiner  in  charge  of  trade-marks  shall  forward  the  files  and  papers' 
to  the  examiner  in  charge  of  interferences,  who  shall  give  notice 
thereof  to  the  applicant  or  registrant.  The  applicant  or  registrant 
must  make  answer  at  such  time,  not  less  than  tnirty  days  from  the 
date  of  the  notice,  as  shall  be  fixed  by  the  examiner  in  charge  of 
interferences. 

55.  The  proceedings,  on  oppositions,  and  on  applications  for  can- 
cellation, shall  follow,  as  nearly  as  practicable,  tne  practice  in  inter- 
ferences between  applications  for  patents. 

APPEALS. 

56.  From  an  adverse  decision  of  the  examiner  in  charge  of  trade- 
marks upon  an  applicant's  right  to  register  a  trade-mark,  or  to 
renew  the  registration  of  a  trade-mark,  or  from  a  decision  of  the 
examiner  in  diarge  of  interferences,  an  appeal  may  be  taken  to  thfe 
Commissioner  in  person,  upon  payment  of  the  fee  required  bjr  law. 

57.  From  the  adverse  decision  of  the  Commissioner  or  Patents 
upon  the  right  of  an  applicant  to  register  a  trade-mark,  or  to  renew 
the  registration  of  a  trade-mark,  or  ftom  the  decision  of  the  Commis- 
sioner in  cases  of  interference,  opposition,  or  cancellation,  an  appeal 
may  be  taken  to  the  court  of  appeals  of  the  District  of  Columbia  in 
the  manner  prescribed  by  the  rules  of  that  court. 

ISSUE,  DATE,  AND  DURATION  OF  CERTIFICATES. 

68.  When  the  requirements  of  the  law  and  of  the  rules  have  been 
complied  with,  and  the  Office  has  adjudged  a  trade-mark  registrable, 
a  certificate  will  be  issued,  signed  by  the  Commissioner,  imder  the 
seal  of  the  Patent  Office,  to  the  effect  that  the  applicant  has  complied 
with  the  law  and  that  he  is  entitled  to  registration  of  his  trade-mark. 
The  certificate  shall  state  the  date  on  which  the  application  for  regis- 
tration was  received  in  the  Patent  Office.  Attached  to  the  certificate 
will  be  a  photolithographed  copy  of  the  drawing  of  the  trade-mark 
and  a  printed  copy  of  the  statement  and  of  the  declaration. 

59.  A  certificate  of  registration  shall  remain  in  force  twenty  years 
from  its  date,  except  that,  in  case  a  trade-mark  be  previously  regis- 
tered in  a  foreign  coimtry,  such  certificate  shall  cease  to  be  in  force  on 
the  day  on  which  the  trade-mark  ceases  to  be  protected  in  such  foreign 
country,  and  shall,  in  no  case,  remain  in  force  more  than  twenty 
years,  unless  renewed. 

60.  A  certificate  of  registration  may  be,  from  time  to  time,  renewed 
for  like  periods  on  payment  of  the  renewal  fees  required,  upon  request 
by  the  registrant,  his  legal  representatives,  or  transferees  of  record 
in  the  Patent  Office,  and  such  request  may  be  made  at  any  time  not 

8.  Doc  396,  69-2,  pt  2 16 
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more  than  six  months  prior  to  the  expiration  of  the  period  for  which 
the  certificate  of  registration  was  issued  or  renewed. 

61.  Certificates  of  registration  in  force  on  the  1st  day  of  April, 
1905,  shall  remain  in  force  for  the  periods  for  which  they  were  issued, 
and  shall  be  renewable  on  the  same  conditions  and  for  the  same 
periods  as  certificates  issued  imder  the  provisions  of  the  act  of  Febru- 
anr  20,  1905,  and,  when  so  renewed,  shall  have  the  same  force  and 
eflfect  as  certificates  issued  thereunder. 

62.  A  certificate  of  registration  shall  not  be  issued  to  an  applicant 
located  in  a  foreign  country  for  any  trade-mark,  for  registration  of 
which  he  has  filed  an  application  in  such  foreign  country,  until  such 
mark  has  been  actually  registered  by  him  in  the  country  in  which  he 
is  located. 

ASSIGNMENTS. 

63.  Every  registered  trade-mark  and  every  mark  for  the  registra- 
tion of  which  application  has  been  made,  together  with  the  applica- 
tion for  registration  thereof,  shall  be  assignable  in  connection  with 
the  good  will  of  the  business  in  which  the  mark  is  used.  Such  assign- 
ment must  be  by  an  instrument  in  writing  and  duly  admowledged 
according  to  the  laws  of  the  country  or  State  in  which  the  same  is 
executed.  Provision  is  made  for  recording  such  assimiments  in  the 
Patent  Office ;  but  no  such  assignment  will  oe  recorded  unless  it  is  in 
the  English  language,  nor  unless  an  application  for  the  registration 
of  the  mark  shiQl  have  been  first  filed  in  the  Patent  Office,  and  such 
assignment  must  identify  the  application  by  serial  number  and  date 
of  filing,  or,  when  the  mark  has  been  registered,  by  the  certificate 
number  and  the  date  thereof.  No  particular  form  of  assignment  is 
prescribed. 

64.  An  assignment  shall  be  void  as  against  any  subsequent  purchaser 
for  valuble  consideration,  without  notice,  unless  it  be  recorded  in 
the  Patent  Office  within  three  months  from  the  date  thereof. 

65.  The  certificate  of  registration  may  be  issued  to  the  assignee  of 
the  applicant,  but  the  assignment  must  first  be  entered  of  record  in  the 
Patent  Office. 

CX)PIES  AND  PUBLICATIONS. 

66.  After  a  trade-mark  has  been  registered,  printed  copies  of  the 
statement  and  declaration  in  each  case,  with  a  photolitnographcKl 
copy  of  the  drawing  of  the  trade-mark,  may  be  furnished  by  the 
Office  upon  the  payment  of  the  fee.     (See  Rule  69.) 

67.  An  order  for  a  copy  of  an  assignment  must  give  the  liber  and 
page  of  the  record,  as  well  as  the  name  of  the  applicant;  otherwise 
an  extra  charge  will  be  made  for  the  time  consumed  in  making  a 
search  for  such  assignment. 

68.  The  Official  Gazette  of  the  Patent  Office  will  contain  a  list  of 
all  trade-marks  registered,  giving,  in  each  case,  a  statement  of  the 
goods  to  which  the  trade-mark  is  applied,  the  name  and  address  of 
the  applicant,  the  date  of  filing  and  serial  number  of  the  application, 
and  the  date  of  the  publication  of  the  trade-mark  in  the  Official 
Gazette. 
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jr  KKH» 

69.  On  filing  each  original  application  for  the  registration 

of  a  trade-mark $10.00 

On  filing  each  application  for  renewal  of  the  registration 
of  a  trade-mark 10. 00 

On  filing  notice  of  opposition  to  the  registration  of  a  trade- 
mark  - 10.00 

On  appeal  from  the  examiner  in  charge  of  trade-marks  to 
the  Commissioner  of  Patents 15. 00 

On  appeal  from  the  decision  of  the  examiner  in  charge  of 
interferences,  awarding  ownership  of  a  trade-mark  or  cancel- 
ling the  registration  of  a  trade- mark,  to  the  Commissioner  of 
Patents . - .—     15. 00 

For  manuscript  copies,  for  every  100  words  or  fraction 
thereof .10 

For  recording  every  assignment,  agreement,  power  of  attor- 
ney, or  other  paper  of  300  words  or  less 1. 00 

For  recording  every  assignment,  agreement,  power  of  attor- 
ney, or  other  paper  of  more  than  300  words  and  less  than 
1,000  words 2. 00 

For  recording  every  assignment,  agreement,  power  of  attor- 
ney, or  other  paper  of  more  than  1,000  words :»      8. 00 

For  abstracts  of  title : 

For  the  certificate  of  search 1. 00 

For  each  brief  from  the  digest  of  assignments .  20 

For  searching  titles  or  records,  one  hour  or  less .  50 

Each  additional  hour  or  fraction  thereof .  50 

For  a  single  printed  copy  of  statement,  declaration,  and 
drawing .05 

If  certified,  for  the  grant,  additional .50 

For  the  certificate .26 

70.  MonOT  required  for  office  fees  may  be  paid  to  the  Commis- 
sioner of  Patents,  or  to  the  Treasurer,  or  to  any  of  the  assistant 
treasurers  of  the  United  States,  or" to  any  of  the  depositaries,  national 
banks,  or  receivers  of  public  money,  desi^ated  by  the  Secretar5r  of 
the  Treasury  for  that  purpose,  and  such  officer  shall  give  the  depositor 
a  receipt  or  certificate  of  deposit  therefor,  which  shall  be  transmitted 
to  the  Patent  Office.  When  this  can  not  be  done  without  inconven- 
ience, the  money  may  be  remitted  by  mail,  and,  in  every  such  case, 
the  letter  should  state  the  exact  amount  inclosed.  All  money  orders, 
drafts,  and  checks  should  be  made  payable  to  the  '^  Commissioner  of 
Patents." 

71.  All  money  sent  by  mail  to  the  Patent  Office  will  be  at  the  risk 
of  the  sender.  All  payments  to  the  Office  must  be  made  in  specie, 
Treasury  notes,  national-bnk  notes,  certificates  of  deposit,  money 
orders,  or  certified  checks. 

REPAYMENT  OF  MONEY. 

72.  Money  paid  by  actual  mistake,  such  as  a  payment  in  excess,  or 
when  not  required  by  law,  or  by  neglect  or  misinformation  on  the 
part  of  the  Office,  will  be  refunded;  but  a  mere  change  of  purpose 
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after  the  payment  of  money,  as  when  a  party  desires  to  withdraw 
his  application  for  the  registration  of  a  trade-mark,  or  to  withdraw 
an  appeal,  will  not  entitle  a  party  to  demand  such  a  return. 

NOnCE  OF  REGISTRATION. 

73.  It  shall  be  the  duty  of  the  registrant  to  give  notice  to  the  public 
that  a  trade-mark  is  registered,  either  by  affixing  thereon  the  words 
"  Registered  in  U.  S.  Patent  Office,"  or  "  Reg.  U.  S.  Pat.  Off.,"  or, 
when  from  the  character  and  size  of  the  trade-mark,  or  from  its  man- 
ner of  attachment  to  the  article  to  which  it  is  appropriated,  this  can 
not  be  done,  then  by  affixing  a  label  containing  a  lite  notice  to  the 
package  or  receptacle  wherein  the  article  or  articles  are  inclosed; 
otherwise,  on  a  suit  for  infringement,  no  damages  shall  be  recovered 
except  on  proof  that  the  defendant  was  duly  notified  of  infringement, 
and  continued  the  same  after  such  notice. 

AMENDMENTS  OF  THE  RULES. 

T4.  All  amendments  of  the  foreging  rules  will  be  published  in  the 
Official  Gazette. 

QUESTIONS   NOT  SPECIFICALLY  PROVIDED   FOR. 

75.  All  cases  not  specifically  defined  and  provided  for  in  these 
rules  will  be  decided  in  accordance  with  the  merits  of  each  case  under 
the  authority  of  the  Commissioner,  and  such  decision  will  be  com- 
municated to  the  interested  parties  in  writing. 

Frederick  I.  Allen, 
Commissioner  of  Patents. 

Approved,  November  16,  1905. 
E.  A.  Hitchcock, 

Secretary  of  the  Interior. 


FORMS. 


The  following  forms  illustrate  the  manner  of  preparing  papers  for 
applications  for  registration  of  trade-marks.  Applicants  will  find 
their  business  facilitated  by  following  them  closely. 

(1)  Petition. 

To  the  Comwissfovrr  of  Patents: 

The  undersigned  presents  herewith  a  drawing  and  five  specimens  of  his  trade- 

(Or  facsimiles) 
mark,  and  re<iuests  that  the  same,  together  with  the  accompanying  statement 
and  declaration,  may  be  registered  in  the  United  States  Patent  Office  in  accord- 
ance with  the  law  In  such  cases  made  and  provided. 

John  Doe. 

Dated  June  15,  1906.  (Signature  of  applicant) 

(Date  of  execution.) 
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(2)  Statement  fob  an  Individual. 

To  all  whom  It  may  concern : 
Be  it  known  that  I,  John  Doe,  a  citiztm  of  the  United  States  of  America, 

(Name  of  applicant.)  (Citizenship  of  applicant.) 

residing  at  Philadelphia,  county  of  Philadelphia,  State  of  Pennsylvania,  and 

(Applicant's  residence.) 

doing  business  at  No,  ISOO  Chest  nut  street,  in  said  city,  have  adopted  for  my 

(Business  address.) 
use  the  trade-mark  shown  in  the  accompanying  drawing,  the  triangle  being 

(Description   of  col- 
printed  in  red,  for  canned  fruits  and  vegetables,  In  class  No.  50,  Foods  not  qther- 
ors  not  sliown  In  the  drawing.*)      (Particular  description  of  goods.)      (Number  and  title 
wise  classified. 
of  class — see  classification.) 

The  trade-mark  has  been  continuously  used  in  my  business  {and  in  the  buH- 
ness  of  my  predecessor,  Richard  Roe,^)  since  February  1,  1899, 

(Name  of  predecessor.  If  any.)      (Earliest  date  of  use.) 
The  trade-mark  is  applied  or  nfhxed  to  the  goods,  or  to  the  packages  contain- 
ing the  same,  by  placing  thereon  a  printed  label  on  which  the  trade-mark  is 

(Or  state  other  mode  or  modes  of  application.) 
shovm^ 

John  Doe. 
(Signature  of  applicant.) 
(B'irst  name  must  iSe  given  in  fulL) 


State  of  Pennsylvania,    .       . 
County  of  Philadelphia  ^  **' 


(3)  Declaration  fob  an  Individual. 

.} 


John  Doe,  being  duly  sworn,  deposes  and  says  that  he  Is  the  applicant  named 
(Name  of  applicant.) 
in  the  foregoing  statement;  that  he  believes  the  foregoing  statement  is  true; 

that  he  believes  himself  to  be  the  owner  of  the  trade-mark  sought  to  be  regis- 
tered; that  no  other  person,  firm,  corporation,  or  association,  to  the  best  of  his 
knowledge  and  belief,  has  the  right  to  use  said  trade-mark,  either  in  the  iden- 
tical form  or  in  any  such  near  resemblance  thereto  as  might  be  calculated  to 
deceive;  that  said  trade-mark  is  used  by  him  in  commerce  among  the  several 
States  of  the  United  States  (and  between  the  United  States  and  forei^  nations 
or  Indian  tribes,  and  particularly  with  England  and  Germany") ;  that  the  draw- 

( Names  of  foreign  countries  or  Indian  tribes.) 

ing  presented  truly  represents  the  trade-mark  sought  to  be  registered;  and 
that  the  specimens  show  the  trade-mark  as  actually  used  upon  the  goods. 
(Or  facsimiles.) 

John  Doe. 
(Signature  of  applicant.) 
Subscribed  and  sworn  to  before  me,  a  notary  public,  this  15th  day  of  June, 

(Official  title.)  (Date  of  eze- 

1906. 
cution.) 

RiCHABD  Jones, 
'  Notary  Public, 

(Official  title.) 

« If  colors  do  not  form  a  material  feature  of  the  mark,  no  description  will  be 
permitted. 

^  If  applicant  has  had  no  predecessors,  omit  this  clause. 

*  If  applicant  does  not  have  commerce  with  foreign  nations  or  Indian  tribes, 
this  clause  should  be  omitted. 
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(4)  Statement  fob  a  Firm. 

To  all  whom  it  may  concern : 
Be  It  known  that  we,  John  Doe  <€  Company^  a  firm  domiciled  In  New  York, 

(Firm  name.) 
county  of  Veto  York,  State  of  New  York,  cbing  business  at  7fo,  S6,  Fulton  street, 

(Domicile.)  (BasineM  address.) 

in  said  city,  and  composed  of  the  following  memben^  John  Doe,  Richard  Hoe,  and 

(Names  of  members  of  the  firm) 
Henry  Poe,  citizens  of  the  United  States  of  America,  having  adopted  for  our 

(Citizenship  of  members  of  the  firm.) 
use  the  trade-mark  shown  in  the  accompanying  drawing,  the  cross  being  printed 

( Description  of  colors  not  shown  In  draw- 
in  red,  for  surgical  handages  and  antiseptic  dressings.  In  class  No.  64,  Medical 
ing.«  (Particular  description  of  goods.) 

and  surgical  apparatus,  appliances,  and  instruments, 
title  of  class— ^ee  dassiflcation.) 

The  trade-mark  has  been  continuously  used  in  our  business  {and  in  the  busi- 
ness of  our  predecessors  Doe  d  Roe,^)  since  January  i,  1902. 
(Name  of  predecessors,  if  anj.)  (Earliest  date  of  use.) 

The  trade-mark  Is  applied  or  affixed  to  the  goods,  or  to  the  packages  contain- 
ing the  same,  by  placing  thereon  a  printed  label  on  which  the  trade-mark  is 

(Or  state  other  mode  or  modes  of  appll- 
shoum, 

cation.)  John  Doe  &  Ck)MPANT, 

(Firm  name.) 
By  Richard  Roe, 
(Signature  of  a  member  of  the  Arm.) 

A  Member  of  the  Finn, 


lI    **• 


(5)  Declaration  fob  a  Firm. 

State  of  Ohio, 
County  of  Hamilton, 

Richard  Itoe,  being  duly  sworn,  deposes  and  says  that  he  Is  a  member  of  the 
(Name  of  affiant) 
firm,  the  applicant  named  in  the  foregoing  statement ;  that  he  believes  the  fbre- 
going  statement  is  true;  that  he  belieres  said  firm  is  the  owner  of  the  trade- 
mark sought  to  be  registered;  that  no  other  person,  firm,  corporation,  or  asso- 
ciation, to  the  best  of  his  knowledge  and  belief,  has  the  right  to  use  said  trade- 
mark, either  in  the  identical  form  or  in  any  such  near  resemblance  thereto  as 
might  be  calculated  to  deceive;  that  said  trade-mark  is  used  by  said  firm  in 
commerce  among  the  several  States  of  the  United  States   (and  between  the 
United   States   and   foreign   nations  or   Indian   tribes,   and  particularly   with 
France  and  Spain «)  ;  that  the  drawing  presented  truly  represents  the  trade- 
( Names  of  foreign  coun- 
tries or  Indian  tribes.) 
mark  sought  to  be  registered;  and  that  the  specimens  show  the  trade-mark  as 

(Or  facsimiles.) 
actually  used  upon  the  goods. 

Richard  Roe. 
(Signature  of  affiant.) 

Subscribed  and  sworn  to  before  me,  a  notary  public,  this  15th  day  of  January, 

(Official  title.)  (Date  of  execu- 

1906. 
tion. 

[l.  s.]  Harrt  Brown, 

Notary  Public 
(Official  title.) 

olf  colors  do  not  form  a  material  feature  of  the  mark,  no  description  will 
be  i)oruiitted. 

^  If  applicant  has  had  no  predecessors,  omit  this  clause. 

0  If  applicant  does  not  have  commerce  with  foreign  nations  or  Indian  tribes, 
this  clause  should  be  omitted. 
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(6)  Statement  fob  a  Cobfobation  ob  Associatioh. 

To  all  whom  it  may  concern : 
Be  it  known  that  Union  Manufacturing  Company,  a  corporation  «  duly  organ- 

(Name  of  applicant.) 
ized  under  the  laws  of  the  State  of  Maine,  and  located  in  the  city  of  Brunsioick, 

(State  or  good  try  under  the 
laws  of  which  organized.) 
county  of  Cumberland,  in  said  State,  and  doing  business  at  No,  S26  Atlantic 
(Location  of  corporation.)  (Business 

aventw,  in  the  city  of  Boston,  State  of  Massachusetts,  has  adopted  for  its  use 
address. ) 

the  trade-mark  shown  in  the  accompanying  drawing,  tJie  circle  being  printed  in 

(Description  of  colors  not  shown  In  the 
green,  for  arc  and  incandescent  electric  lamps  and  electric  heaters,  in  Glass  No. 
drawing.*)  (Particular  description  of  goods.) 

21,  electrical  apparatus,  machines,  and  supplies. 
(Number  and  title  of  class — see  classification.) 
The  trade-mark  has  been  continuously  used  in  the  business  of  said  corpora- 
tion  a  (and  in  the  business  of  its  predecessors,  John  Doe  Company, o)  since  Janu- 

(Name  of  predecessors,  if  any.)         (Gire 
ary  SO,  1898. 
earliest  date  of  use.) 

The  trade-mark  is  applied  or  affixed  to  the  goods,  or  to  the  packages  contain- 
ing the  same,  by  placing  thereon  a  printed  label  on  which  the  trade-mark  is 

(Or  state  other  mode  or  modes  of  appli- 
shown. 
cation.) 

Union  Manufactubinq  Company, 
(Name  of  applicant.) 
By  John  E.  Smith, 
(Signature  of  officer.) 

Secretary. 
(Official  title.) 

(7)  Declabation  fob  a  Gobpobation  ob  Association. 

State  of  Missouri,     1     . 
County  of  St.  Louis,  f^' 

Edward  C.  Carter,  being  duly  sworn,  deposes  and  says  that  he  is  the  secret 

(Name  of  affiant)  (Official 

tary  of  the  corporation,^  the  applicant  named  in  the  foregoing  statement;  that 

title.) 

he  believes  the  foregoing  statement  is  true;  that  he  believes  said  corporation,^ 

is  the  owner  of  the  trade-mark  sought  to  be  registered;  that  no  other  person, 
firm,  corporation,  or  association,  to  the  best  of  his  knowledge  and  belief,  has 
the  right  to  use  said  trade-mark,  either  in  the  identical  form  or  in  any  such 
near  resemblance  thereto  as  might  be  calculated  to  deceive;  that  said  trade- 
mark is  used  by  said  corporation  a  in  commerce  among  the  several  States  of  the 
United  States  (and  between  the  United  States  and  foreign  nations  or  Indian 
tribes  and  particularly  with  Italy  and  France*)  ;  that  the  drawing  presented 

(Names  of  foreign  na- 
tions or  Indian  tribes.) 

truly  represents  the  trade-mark  sought  to  be  registered ;  and  that  the  specimeng 

(Or  facsimiles.) 
show  the  trade-mark  as  actually  used  upon  the  goods. 

Edwabd  O.  Gabteb. 

(Signature  of  affiant.) 

Subscribed  and  sworn  to  before  me,  a  notary  public,  this  20th  day  of  Feb 

(Official  title.)  (Date  of 

ruary,  1906. 
execution.) 

[L.   S.]  WlIXIAM    GbANE, 

Notary  Public. 
(OfficUl  title.) 

a  If  the  applicant  be  an  association,  the  word  "association"  should  be  sub- 
stituted for  the  word  '*  corporation." 

b  If  colors  do  not  form  a  material  feature  of  the  mark,  no  description  will  be 
permitted. 

0  If  applicant  has  no  predecessors,  omit  this  clause. 

<  If  the  applicant  does  not  have  commerce  with  foreign  nations  or  Indian 
tribes,  this  clause  should  be  omitted. 


>   i 
f 


marK  as  aeniauy  usea  upon  me  gooas;  ai 
use  as  a  trade-mark  of  the  applicant  {and 
title  was  derived  o)  for  ten  years  next  \ 
February  20,  1905,  and  that,  to  the  best  o: 
has  been  exclusive. 


Subscribed  and  sworn  to  before  me,  a  m 

(( 
ary,  1906. 
execution.) 


(9>   Dr.CLARATTON  It) 

United  Sitatt9  ConsHMe^  [ 
London^  Khglohd.         ) 

WiUiam  K,  Brotcn,  being  duly  sworn,  dep< 
(Name  of  affiant.) 
named  in  the  foregoing  statement;  that  he 
true;  that  he  believes  himself  to  be  the  ov 
registered;  that  no  otlier  person,  firm,  cor 
of  his  knowledge^  and  belief,  has  the  right  i 
Identical  form  or  in  any  such  near  resembl 
to  deceive;  (that  said  trade-mark  has  !)eei 

1900,  NiK  4^W /<;;<)  that  the  drawing  presen 

(NumlHitr  of  rt*KiNt ration.) 
■ought  to  bo  n»glMtc»red ;  and  that  the  spccim 

(Or  facsimi 

lamiX  u|HW  the  goods. 


8utMiTU»eil  and  sworn  to  before  me,  a  ni 

(Ofl 

iieoutlim.) 
[hsau] 
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(10)  Statuiert  wob  ah  InmvtDTiAL  undeb  Seotioh  t  or  the  Act  or  Hat 
4,  1906.  • 

To  all  whom  tt  tnay  concern : 

Be  It  known  that  I.  Richard  Roe,  a  tubject  of  the  King  of  Btngla*i,  reildlng 

(Name  of  appllcHnt.)  (CItlMiUblp  of  appllcuit.) 

Rt  London,  Bngland,  and  doing  buelneea  at  Vo.  26  Threadneeaie  street,  in  said 

(Applicant*!  cealdonca.)  (Bnilneu  addms.) 

citv,  and  bavlng  a  mannfactnring  eBtablisbinent  at  Hartford,  State  of  Coti- 
neclicut,  have  adopted  for  my  use  the  trade-mark  shown  lb  flie  accompanying 
drawing,  the  triangle  being  printed  in  blue,  for  the  following  products  of  anch 

(DncrlptLon  of  colon  not  stiowD  Id  tbe  drawing.*) 

manufacturing  eatabllehment,  namelj,  rubher-veJticle  tires  ond  rubber  6oot«  and 

(FBrllFniBr  de«iiptlOD  of  Kooda.) 
*Ikoe«,  In  Clasa  No.  38.  Rubber  and  minor  p(as(<M  not  otiierKise  daagifled. 
(Numher  and  title  ol  ctan.     Bee  claulllcetlUD.) 

Tbe  trade-mark  baa  been  continuously  used  In  my  bualnesa  {ana  in  lAe  TtuH- 
nest  of  my  predecessor,  John  W.  Brotcn  « ) ,  alnce  January  1,  1901. 

(Name  at  predecesaor,  If  anj'.}  (Earlleit  date  of  lue.) 

Tbe  trade-mark  la  applied  or  alilsed  to  tbe  goods,  or  to  tbe  packages  con- 
taining tbe  same,  by  placing  thereon  a  printed  label  on  tehich  the  tra4e-mark  is 
tOr  stule>o(li«r  mode  or  modes  ot  application.) 


(11)  Decubation  roB  Fokeignebs  TTNnEB  Section  3  <w  the  Act  or  May 
4,  1006.  a 

Vniled  States  Consulate,} 
London,  England.        f 
Richard  Roe,  being  duly  sworn,  deposes  and  savs  tbat  be  Is  tbe  applicant 

(Name  of  nfflant.) 

named  In  the  foregoing  atatement;  that  he  believes  the  foregoing  statement  la 
true;  that  be  believes  himself  to  he  the  owner  of  the  trude-uiarfc  sought  to  be 
registered ;  thjit  no  other  piTson,  firm,  corporation,  or  aHaoclallon,  to  the  beat  of 
his  knowledge  and  bi-llef.  bas  tbe  rii'ht  to  use  snld  trade-mark,  either  In  the 
Identical  form  or  In  any  such  near  reseuiblnnce  thereto  as  might  be  calculated 
to  deceive;  that  salrl  trade-mark  is  used  by  him  in  commerce  among  the  several 
States  of  tbe  Unlteil  States  (and  between  the  ITiilted  States  and  foreign  nations 
or  Indian  tribes,  and  particularly  with  England  and  Qeniiaiiu^) ;  that  tbe 
INames  of  foreign  countries  or  Indian  tribes.) 

drawing  presented  truly  represents  the  trade-niark  sougbt  to  be  registered ;  that 
tbe  specimens  Khow  the  trade-mark  aa  actually  used  upon  tbe  goods;  that  his 

(Or  facsimiles.) 
manufacturing  establishment   la   located   at  Hartford.  State  of  Connecticut; 
|l.ocal1on  of  manulaclurlng  cstnbUHlimenl.) 
and   that  tbe  goods  claimed   In  tbls  application   are  tbe  products  of  sucb 
eBtabllebment 

RicuABD  Roe. 
(Slinnture  of  afflant) 
Subscribed  and  sworn  to  before  uie,  a  notary  public,  tbls  ISth  day  of  June, 

(Omclnl  title.)  (Date  of  execution.) 

1906. 

[seal.]  Richabd  Jones. 

.    Notary  Fuhllo. 
(Official  title.) 

'  In  caae  applicant  be  a  firm,  corporation,  or  association,  tbe  statement  should 
be  modified  accordingly. 

*  If  colors  do  not  form  a  material  feature  of  tbe  mark,  no  description  will  be 
permitted. 

'  If  applicant  has  had  no  predecessor,  omit  this  clause. 

*If  applicant  does  not  have  commerce  with  foreign  nations  or  Indian  tribes, 
mi  clause  sbould  be  omitted. 
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(8)  Declaration  F(»  Afpucantb  undok  TRt  TtH-TiAm  Pboviso.' 

State  of  Oormecticut,  )      . 
County   of   Fairfield,  ]  **• 

Richard  Roe,  being  duly  sworn,  deposes  and  says  that  he  Is  the  applicant 

(Name  of  applicant.) 
named  in  the  foregoing  statement;  that  he  believes  the  foregoing  statement  is 
true;  that  he  believes  himself  to  be  the  owner  of  the  mark  sought  to  be  regis- 
tered ;  that  no  other  person,  firm,  corporation,  or  association,  to  the  best  of  his 
knowledge  and  belief,  has  the  right  to  use  said  mark,  either  in  the  identical 
form  or  in  any  such  near  resemblance  thereto  as  might  be  calculated  to  deceive ; 
that  said  mark  is  used  by  him  in  commerce  among  the  several  States  of  the 
United  States  (and  between  the  United  States  and  foreign  nations,  or  Indian 
tribes,  and  particularly  with  Russia  and  Turkey^) ;  that  the  drawing  presented 

(Names  of  forel^  nations  or  Indian  tribes.) 
truly  represents  the  mark  sought  to  be  registered ;  that  the  specimens  show  tbe 

(Or  facsimiloB.) 
mark  as  actually  used  upon  the  goods;  and  that  the  mark  has  been  in  actual 

use  as  a  trade-mark  of  the  applicant  (and  applicanVs  predecessors  from  ichom 
title  was  derived  c)  for  ten  years  next  preceding  the  passage  of  the  act  of 
February  20,  1905,  and  that,  to  the  best  of  his  knowledge  and  belief,  such  use 
has  been  exclusive. 

Richard  Roi. 
(Signature  of  affiant.) 

Subscribed  and  sworn  to  before  me,  a  notary  public,  this  15th  day  of  Febru- 

( Official  title.)  (Date  of 

ary,  1906. 
execution.) 

[I*  8.]  Ghables  Mason, 

Notary  Public 
(Official  tiUe.) 


i  ss: 


(9)  Declaration  for  Foreigner.^ 

United  States  Cofisulate, 
London,  England. 

William  E.  Broicn,  being  duly  sworn,  deposes  and  says  that  he  is  the  applicant 
(Name  of  affiant.) 
named  in  the  foregoing  statement;  that  he  believes  the  foregoing  statement  is 
true;  that  he  believes  himself  to  be  the  owner  of  the  trade-mark  sought  to  be 
registered ;  that  no  oUier  i)er8on,  firm,  corporation,  or  association,  to  the  best 
of  his  knowleilge  and  belief,  has  the  right  to  use  said  trade-mark,  either  in  the 
identical  form  or  in  any  such  near  resemblance  thereto  as  might  be  calculated 
to  deceive;  (that  said  trade-mark  has  been  registered  in  England,  on  June  i. 

(Name  of  country.)  (Date.) 

1900.  No.  49316;^) that  the  drawing  presented  truly  represents  the  trade-mark 

(Number  of  registration.) 
sought  to  be  registered ;  and  that  the  specimens  show  the  trade-mark  as  actually 

(Or  facsimiles.) 

used  upon  the  goods. 

William  E.  Brown. 
(Signature  of  affiant.) 
Subscribed  and  sworn  to  before  me,  a  notary  public,  this  20th  day  of  Janu- 

(Offlclal  title.)  (Date  of 

ary,  1900. 
execution.) 

[seal.]  Richard  Jones, 

Notary  Public, 
(Official  title.) 

«In  case  the  applicant  is  a  firm,  corporation,  or  association,  the  declaration 
should  be  modified  accordingly. 

^  If  applicant  does  not  have  commerce  with  foreign  nations  or  Indian  tribes, 
this  clause  should  be  omitted. 

0  If  applicant  has  had  no  predecessors,  this  clause  should  be  omitted. 

<«  If  the  trade-mark  has  not  yet  been  registered,  but  an  application  for  regis- 
tration has  been  filed  in  the  country  where  applicant  resides  or  is  located,  this 
clause  should  be  omitted  and  the  following  substituted  therefor : 

"  that  an  application  for  registration  of  said  trade-mark  was  filed  by  him  on 
tbe  20th  day  of  January,  1900,  in  England;  " 

(Date  of  filing.)  V^«im%  ot  country,) 
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(10)  Statement  fob  ah  Individual  undeb  SsonoM  3  or  thb  Act  or  Mat 

4,  1906. « 

To  all  whom  it  may  concern : 

Be  it  Imown  that  I,  Richard  Roe,  a  subject  of  the  King  of  England,  residing 

(Name  of  applicant.)  (CitixenshlD  of  applicant.) 

at  London,  England,  and  doing  business  at  No,  26  Threaaneedle  street,  in  said 

(Applicant's  residence.)  (Business  address.) 

city,  and  having  a  manufacturing  establishment  at  Hartford,  State  of  Con- 
necticut, have  adopted  for  my  use  the  trade-mark  shown  iti  the  accompanying 
drawing,  the  triangle  being  printed  in  blue,  for  the  following  products  of  such 

(Description  of  colors  not  shown  In  the  drawing.*) 
manufacturing  establishment,  namely,  rubber^vehicle  tires  and  rubber  boots  and 

(Particular  description  of  goods.) 
sTwes,  in  Glass  No.  S8,  Rubber  and  minor  plastics  not  otherwise  classified, 

(Numlier  and  title  of  class.     See  classlfleatlon.) 
The  trade-mark  has  been  continuously  used  in  my  business  (ana  in  the  busi- 
ness of  my  predecessor,  John  W,  Brown  c),  since  January  1,  1901. 

(Name  of  predecessor.  If  any.)  (Earliest  date  of  use.) 

The  trade-mark  is  applied  or  affixed  to  the  goods,  or  to  the  packages  con- 
taining the  same,  by  placing  thereon  a  printed  label  on  which  the  trade-mark  is 

(Or  state^ other  mode  or  modes  of  application.) 
Shoum. 

Richard  Roe. 
(Signature  of  applicant.) 

(11)  Declaration  fob  Fobeionebs  undeb  Section  3  of  the  Act  of  Mat 

4,  1906. « 

United  States  ConsulateA 
London,  England,       | 

Richard  Roe,  being  duly  sworn,  deposes  and  says  that  he  is  the  applicant 
(Name  of  affiant.) 
named  in  the  foregoing  statement;  that  he  believes  the  foregoing  statement  is 

true;  that  he  believes  himself  to  be  the  owner  of  the  trade-mark  sought  to  be 
registered ;  that  no  other  person,  Arm,  corporation,  or  association,  to  the  best  of 
his  knowledge  and  belief,  has  the  right  to  use  said  trade-marl^  either  in  the 
identical  form  or  in  any  such  near  resemblance  thereto  as  might  be  calculated 
to  deceive ;  that  said  trade-mark  is  used  by  him  in  commerce  among  the  several 
States  of  the  United  States  (and  between  the  United  States  and  foreign  nations 
or  Indian  tribes,   and  particularly  with  England  and  Germany^);  that  the 

(Names  of  foreign  countries  or  Indian  tribes.) 
drawing  presented  truly  represents  the  trade-mark  sought  to  be  registered ;  that 
the  specimens  show  the  trade-mark  as  actually  used  upon  the  goods;  that  his 

(Or  facsimiles.) 
manufacturing  establishment   is  located  at  Hartford,  State  of  Connecticut  \ 

(Location  of  manufacturing  establishment.) 
and  that  the  goods  claimed  in  this  application  are  the  products  of  such 
establishment 

RiCHABD  Roe. 
(Signature  of  affiant.) 
Subscribed  and  sworn  to  before  me,  a  notary  public,  this  15th  day  of  June, 

(Official  title.)  (Date  of  execution.) 

1906. 

[seal.]  Richard  Jones, 

Notary  Public. 
(Official  title.) 

« In  ease  applicant  be  a  firm,  corporation,  or  association,  the  statement  should 
be  modified  accordingly. 

^  If  colors  do  not  form  a  material  feature  of  the  mark,  no  description  will  be 
permitted. 

c  If  applicant  has  had  no  predecessor,  omit  this  clause. 

^  If  applicant  does  not  have  commerce  with  foreign  nations  or  Indian  tribes, 
this  clause  should  be  omitted. 
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(12)  Notice  of  Oppositioii.* 

To  the  Commissioner  of  Patents: 

In  the  matter  of  an  application  for  the  registration  of  a  trade-mark  for 
sewing  machines,  Serial  No.  1906,  filed  April  15,  1906,  by  John  Doe,  of  San 
(Particular  goods.)  (Number  and  date  of  application.)  (Name  of  applicant) 

Francisco,  Cal„  I,  Richard  Roe,  residing  at  No,  12  Clarke  street,  city  of  Chicago, 

(Location  or  reii-         (Name  of  party  (Residence  or  location  of  the  party  opposing.) 

dence  of  applicant.)  opposing.) 

State  of  Illinois,  hereby  give  notice  of  my  intention  to  oppose  the  registration  of 
said  trade-mark,  which  was  published  on  page  I7469  Vol.  120  No.  IS,  of  the  Offi- 

(Page,  volume,  number,  and 
cial  Gazette  of  June  IS,  1906. 
date  of  the  Official  Qasette.) 
The  grounds  for  opposition  are  as  follows : 
(Here  state  the  grounds  for  opposing  registration.) 
Dated  this  2Sd  day  of  June,  1906. 
(Date  of  execatiou.) 

RiCHABD  Roe. 
(Signature  of  opposing  party.) 
State  of  Illinois,  \  ^^ . 

CJounty  of  Coofc,  f"* 

On  this  2Sd  day  of  June,  1906,  before  me,  a  notary  public,  in  and  for  Cook 
(Date  of  execution.)  (Official  title.) 

County,  State  of  Illinois,  personally  appeared  Richard  Roe,  who,  being  by  me 

(Name  of  party  opposing.) 
duly  sworn,  deposes  and  says  that  he  has  read  the  foregoing  notice  of  opposi- 

(Or  affirmed.) 
tion,  and  knows  the  contents  thereof,  and  that  the  same  is  true  of  his  own 
knowledge,  except  as  to  the  matters  therein  stated  on  information  and  belief, 
and  as  to  those  matters  he  believes  it  to  be  true. 

[L.  B.]  Chasles  Kingman, 

Notary  Public 
(Official  UUe.) 

(13)  Application  fob  Cancellation  of  Tbade-Masbl^ 

To  the  Commissioner  of  Patents: 

In  the  matter  of  trade-mark  No.  1898,  registered  May  2S,  1906, 

(Number  of  registration.)  (Date  of  registration.) 

by  Richard  Roe,  of  the  city  of  Portland,  county  of  Cumberland,  State  of  Maine, 

iName  of  registrant.)  (Residence  or  location  of  registrant.) 

,  John  Doe,  residing  at  No.  US  Fayette  street,  in  the  city  of 

iName  of  party  applying  for  cancellation.)  (Residence  or  location  of  the 

\altimore.  State  of  Maryland,  hereby  apply  for  the  cauoellatiou  of  the  registra- 
party  applying  for  cancellation.) 
tion  of  the  above-noted  trade-mark. 
The  grouilds  for  cancellation  are  as  follows: 
(Here  state  the  grounds  for  cancellation.) 

John  Dok. 
(Signature  of  party  applying  for  cancellation.) 
State  of  Maryland,  \     , 

County  of  Baltimore  City,  /*** 

On  this  26th  day  of  June,  1906,  .before  me,  a  notary  public.  In  and  for 

(Date  of  execution.)  (Official  title.) 

Baltimore  City  County,  State  of  Maryland,  personally  appeared  John  Doe,  who, 

(Name  of  party  applying  for  cancellation.) 
being  by  me  duly  sworn,  deposes  and  says  that  he  nas  read  the  foregoing  appli- 

(Or  affirmed.) 
cation  for  cancellation,  and  knows  the  contents  thereof,  and  that  the  same  is 
true  of  his  own  knowledge,  except  as  to  the  matters  therein  stated  on  informa- 
tion and  belief,  and  as  to  those  matters  he  believes  it  to  be  true. 

[L.  8.]  John  Jones, 

Notary  Public. 
(Official  title.) 

o  If  the  opposing  party  be  a  firm,  corporation,  or  association,  the  notice  of  op- 
position should  be  modified  accordingly. 

^  If  the  party  applying  for  cancellation  be  a  firm,  corporation,  or  asBOCiatioo, 
the  application  for  cancellation  should  be  modified  accordingly. 
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CLASSIFICATION  OF  KEBCHABSISE. 

(Under  the  act  of  May  4.  1906.) 


Cfroup  1. — Raw  materials, 

1.  Animal. 

2.  Mineral. 
8.  Vegetable. 

Oroup  2. — Manufactured  materials. 

4.  Abrasive  and  polishing  materials 

not  included  in  classes  8  and  16. 

5.  AdheslTes. 

6.  Chemicals  not  otherwise  classified. 

7.  Cordage  not  included  in  class  13. 

8.  Detergents. 

9.  ExplosiTes. 

10.  Fertilizers. 

11.  Leather  blackings  and  dressings. 

12.  Masonry  materials. 

13.  Metal  manufactures  not  otherwise 

classified. 

14.  Metals,     unwrought     and     partly 

wrought 

15.  Oils  and  greases  not  included  In 

classes  6,  16,  and  50. 

16.  Paints  and  painters*  materials. 

17.  Wood  manufactures  not  otherwise 

classified. 

Oroup  S — Tools,  machinery,  and 
vehicles. 

18.  Agricultural  and  dairy  machinery 

and  parts  of  such  machinery. 

19.  Boats  and  road  vehicles. 

20.  Cutlery  not  included  In  class  61, 

and  edge  tools. 

21.  Electrical  apparatus,  machines,  and 

supplies. 

22.  Firearms,  and  equipments  and  pro- 

jectiles not  otherwise  classified. 

23.  Hand  tools  not  otherwise  classified. 

24.  Laundry  appliances  and  machines. 

25.  Locks  and  safes. 

26.  Machinery  and  parts  of  machinery 

not  otherwise  classified. 

27.  Railway  equipment  not  otherwise 

classified,    and    railway    rolling 
stock. 

28.  Sewing  machines  and  attachments. 

Oroup  4, — Furniture  and  houseJwld 

articles, 

29.  Brooms,  brushes,  and  dusters. 

80.  Crockery,  earthenware,  and  porce- 

lain. 

81.  Filters  and  refrigerators. 

82.  Furniture  and  upholstery  not  other- 

wise classified. 

83.  Glassware  not  otherwise  classified. 

84.  Heating,  lighting,  and  ventilating 

apparatus  not  Included  in  class 
ZL 


Cfroup  5. — Leather,  paper,  and  rubber 

goods, 

35.  Belting,  hose,  and  machinery  pack- 

ing. 

36.  Leather  and  leather  manufactures 

not  otherwise  classified. 

37.  Paper  and  paper  manufactures  not 

otherwise  classified. 

38.  Rubber    and    minor    plastics    not 

otherwise  classified. 

Oroup  6, — Dry  goods  and  clothing, 

39.  Clothing  not  otherwise  classified. 

40.  Fancy  goods,  furnishings,  and  no- 

tions. 

41.  Knitted,  netted,  and  lace  goods. 

42.  Textiles  not  otherwise  classified. 

43.  Thread  and  yarn. 

Oroup  7. — Foods, 

44.  Bakery  products,  cereal  foods,  and 

yeast 

45.  Beverages,  nonalcoholic 

46.  CofTee,  tea,  and  substitutes. 

47.  Confectionery. 

48.  Dairy  products. 

49.  Distilled  alcoholic  liquors. 

50.  Foods  not  otherwise  classified. 

51.  Malt  liquors. 

52.  Packing-house  products. 

53.  Saccharine  foods  not  included  in 

class  47. 

54.  Sea  foods. 

55.  Wines. 

Oroup  8, — Miscellaneous, 

56.  Cnnes,  parasols,  and  umbrellas. 

57.  Dental    machines,    apparatus,   and 

supplies. 

58.  Games  and  toys,  and  sporting  goods 

not  otherwise  classified. 

59.  Horological  instnmients. 
GO.  Inks  and  inking  materials. 

61.  Jewelry,  and  solid  and  plated  pre- 

cious-metal ware. 

62.  Linoleum  and  oiled  cloth. 

63.  Measuring   and   scientific   appara- 

tus, appliances,  and  instruments. 

64.  Medical  and  surgical  apparatus,  ap- 

pliances, and  instruments. 

65.  Musical   Instruments  and  talking- 

machines  and  supplies  therefor. 

66.  Objects  of  art  and  ornament 

67.  Pharmaceutical  preparations,  plas- 

ters, and  proprietary  and  veter- 
inary medicines. 

68.  Publications. 

69.  Smokers'  articles  not  included  in 

class  71. 

70.  Stationery  not  otherwise  classified. 

71.  Tobacco  products. 

72.  Merchandise  not  otherwise  classi- 

fied. 
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APPENDIX. 

TRADE-MARKS. 
[1905 — ^DepartmeDt  Circular  No.  40 — Division  of  Customs.] 

Treasury  Department, 
Office  of  the  Secretary, 
Washingtan^  March  21^  1905. 

To  colhctors  of  customs  and  others  concerned: 

The  attention  of  officers  of  the  customs  and  others  is  invited  to  the 
following  provisions  of  section  27  of  the  act  approved  February  20, 
1905,  effective  April  1,  1905  : 

Section  27.  That  no  article  of  imported  merchandise  which  shall  copy  or 
Biniulate  the  name  of  any  domestic  manufacture,  or  manufacturer  or  trader, 
or  of  anj'  manufacturer  or  trader  located  in  any  foreign  country  which,  by 
treaty,  convention,  or  law  affords  similar  privileges  to  citizens  of  the  United 
States,  or  which  shall  copy  or  simulate  a  trade-mark  registered  in  accordance 
with  the  provisions  of  this  act,  or  shall  bear  a  name  or  mark  calculated  to 
induce  the  public  to  believe  that  the  article  is  manufactured  In  the  United 
States,  or  that  it  is  manufactured  in  any  foreign  country  or  locality  other  than 
the  country  or  locality  in  which  it  is  in  fact  manufactured,  shall  be  admitted 
to  entry  at  any  custom-house  of  the  United  States;  and,  in  order  to  aid  the 
offi(!ers  of  the  customs  in  enforcing  this  prohibition,  any  domestic  manufacturer 
or  trader,  and  any  foreign  manufacturer  or  trader,  who  is  entitled  under  the 
provisions  of  a  treaty,  convention,  declaration,  or  agreement  between  the  United 
Stat(»s  and  any  foreign  country  to  the  advantages  afforded  by  law  to  citizens 
of  the  United  States  in  respect  to  trade-marks  and  commercial  names,  may 
require  his  name  and  residence,  and  the  name  of  the  locality  in  which  his 
goods  are  manufactured,  and  a  copy  of  the  certificate  of  registration  of  his 
trade-mark,  issued  in  accordance  with  the  provisions  of  this  act,  to  be 
recorded  in  books  which  shall  be  kept  for  this  purpose  in  the  Department  of 
the  Treasury,  under  such  regulations  as  the  Secretary  of  the  Treasury  shall 
prescribe,  and  may  furnish  to  tlie  r)ei>artment  facsimiles  of  his  name,  the 
naiiio  of  the  locality  in  which  liis  goods  are  manufactunHi.  or  of  his  registered 
trade-mark ;  and  thereupon  the  Secretary  of  tlie  Treasury  shall  cause  one  or 
more  copies  of  the  same  to  be  transmitted  to  each  collector  or  other  proper 
otticer  of  customs. 

The  provisions  of  this  section  give  to  manufacturers  and  traders 
located  in  foreign  countries  which,  by  treaty  stipulations,  give  simi- 
lar privileges  to  the  United  States,  the  same  advantages  as  are  given 
to  domestic  manufacturers  and  traders.  The  act  does  not  affect  names 
or  trade-marks  heretofore  recorded  in  the  Treasury  Department,  and 
as  to  them  protection  granted  so  far  as  concerns  prohibition  of 
importation  will  continue.  Nor  does  the  act  appear  to  make  it  com- 
puIsoiT  on  the  part  of  domestic  manufacturers  or  traders,  or  foreign 
manufacturers  or  traders,  to  register  names  (not  trade-marks)  with 
the  Commissioner  of  Patents,  in  order  to  prevent  illegal  impor- 
tations. 

Domestic  manufacturers  and  traders,  and  foreign  manufacturers 
and  traders,  to  avail  themselves  of  the  privileges  oi  the  act,  so  far  as 
concerns  trade-marks,  are  required  to  register  their  trade-marks  with 
the  Commissioner  of  Patents  before  the  Treasury  Department  can  act 

Applications  for  recording  the  names  and  trade-marks  in  this  De- 

§  art  men  t  under  section  27  will  state  the  name  of  the  owner,  his  resi- 
ence,  and  the  locality  in  which  his  goods  are  manufactured,  and  in 
the  case  of  trade-marks,  should  be  accompanied  with  a  certified  copy 
of  tlie  certificate  of  registration  of  his  trade-mark  issued  in  accord- 
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ance  with  the  provisions  of  the  act  and  the  names  of  the  ports  to 
which  facsimiles  should  be  sent.  In  the  case  of  the  name  of  a  do- 
mestic manufacture,  manufacturer,  or  trader  (not  registered  as  a 
trade-mark  in  the  Patent  Office)  the  application  must  be  accompanied 
by  the  proper  proof  of  ownership  and  proof  as  to  the  country  or 
localitjr  in  which  his  goods  are  manufactured,  whicli  must  consist  of 
the  affidavit  of  the  owner  or  one  of  the  owners,  certified  by  an  officer 
entitled  to  administer  oaths  and  having  a  seal. 

On  the  receipt  by  a  customs  officer  of  any  such  facsimilias,  with 
information  from  the  Department  that  they  have  been  recorded 
therein,  he  will  properly  record  and  file  them  and  will  exercise  care 
to  prevent  the  entry  at  the  custom-house  of  any  article  of  foreign 
manufacture  copying  or  simulating  such  mark. 

No  fees  are  charged  for  recording  trade-marks  in  the  Treasury 
Department  and  custom-houses. 

A  sufficient  number  of  f acsimilies  should  be  forwarded  to  enable  the 
Department  to  send  one  copy  to  each  port  named  in  the  application, 
with  ten  additional  copies  for  the  files  of  the  Department. 

Especial  attention  is  invited  to  the  provision  in  said  section  prohib- 
iting the  entry  of  articles  "  which  shall  bear  a  name  or  mark  calcu- 
lated to  induce  the  public  to  believe  that  the  article  is  manufactured 
in  the  United  States,  or  that  it  is  manufactured  in  any  foreign  coun- 
try or  locality  other  than  the  country  or  locality  in  which  it  is  in  fact 
manufactured,"  and  collectors  and  other  officers  of  the  customs  are 
instructed  to  use  due  dilligence  to  prevent  violations  of  this  provision. 

The  provisions  of  the  act  also  apply  to  Porto  Rico,  the  Philippine 
Islands,  Hawaii,  and  any  other  territory  under  the  jurisdiction  and 
control  of  the  United  States. 

Leslie  M.  Shaw,  Secretary. 


AN  ACT  To  Incorporate  the  American  National  Red  Cross. 

Sec.  4.  That  from  and  after  the  passage  of  this  act  it  shall  be  un- 
lawful for  any  person  within  the  jurisdiction  of  the  United  States  to 
falsely  and  fraudulently  hold  himself  out  as,  or  represent  or  pretend 
himself  to  be,  a  member  of,  or  an  agent  for,  the  American  National 
Red  Cross,  for  the  purpose  of  soliciting,  collecting,  or  receiving  money 
or  material ;  or  for  any  person  to  wear  or  display  the  sign  of  the  Red 
Cross,  or  any  insignia  colored  in  imitation  thereof  for  the  fraudulent 
purpose  of  inducing  the  belief  that  he  is  a  member  of,  or  an  agent  for 
the  American  National  Red  Cross.  Nor  shall  it  be  lawful  for  any 
person  or  corporation,  other  than  the  Red  Cross  of  America,  not  now 
lawfully  entitled  to  use  the  sign  of  the  Red  Cross,  hereafter  to  use 
such  sign  or  any  insignia  colored  in  imitation  thereof  for  the  purposes 
of  trade  or  as  an  advertis^nent  to  induce  the  sale  of  any  article  what- 
soever. If  any  person  violates  the  provisions  of  this  section,  he  shall 
be  guilty  of  a  misdemeanor  and  shall  be  liable  to  a  fine  of  not  less 
than  one  nor  more  than  five  hundred  dollars,  or  imprisonment  for  a 
tenri  not  exceeding  one  year,  or  both,  for  each  and  every  offense.  The 
fine  so  collected  shall  be  paid  to  the  American  National  Red  Cross. 

Approved,  January  5,  1905. 
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REGULATIONS  OF  THE  UNITED  STATES  GEOLOGICAL  SURVEY. 

THIBD  EDITION,  JANIIABY  1,  190S. 


INTRODUCTION. 


The  following  regulations  have  been  prepared  for  the  guidance  of 
officers  and  employees  of  the  United  States  Geological  Survey.  They 
are  derived  in  large  part  from  statute  law,  from  decisions  of  the 
accounting  officers  of  the  Treasury  Department,  and  from  official  cir- 
culars of  the  Department  of  the  Interior.  It  is  believed  that  close 
adherence  to  these  directions  will  prove  helpful  to  all  members  of  the 
Geological  Survey.  This  manual  of  "  Regulations,"  approved  by 
the  Secretary,  is  intended  to  cover  the  more  important  matters  rela- 
ting to  the  general  administrative  work  of  the  Survey.  A  separate 
series  of  "  Instructions  "  is  issued  by  the  Director  for  the  guidance  of 
the  various  field  assistants  and  party  chiefs. 

ORGANIC   AND  OTHER   LAWS,   WITH   INSTRUCTIONS   RELATING   THERETO. 

•  1.  The  Organic  Law. 

1.  The  United  States  Geological  Survey  was  organized  by  an  act 
of  Congress  approved  March  3,  1879.  To  the  paragraph  creating  the 
office  or  Director  of  the  Geological  Survey  the  following  proviso  was 
attached : 

*  ♦  ♦  That  this  officer  shaU  have  the  direction  of  the  Geological  Survey 
and  the  classification  of  the  public  lands  and  examination  of  the  geological 
structure,  mineral  resources,  and  products  of  the  national  domain.  And  that 
the  Director  and  members  of  the  Geological  Survey  shall  have  no  personal  or 
private  interests  in  the  lands  or  mineral  wealth  of  the  region  under  survey, 
and  shall  execute  no  surveys  or  examinations  for  private  iwrties  or  corpora- 
tions. *  ♦  ♦  And  all  collections  of  rocks,  minerals,  soils,  fossils,  and  objects 
of  natural  history,  archaeology,  and  ethnology  made  by  the  Coast  and  Interior 
Survey,  the  Geological  Survey,  or  by  any  other  parties  for  the  Government  of 
the  United  States,  when  no  longer  needed  for  investigations  In  progress,  shall 
be  deposited  in  the  National  Museum.     ♦     ♦     ♦     (20  Stat  L.,  304.) 

2.  In  the  act  making  appropriations  for  sundry  civil  expenses  of 
the  Government  for  the  fiscal  year  ending  June  30,  1883,  approved 
August  7,  1882,  the  Survey  was  authorized — 

♦  *     *    to  continue  the  preparation  of  a  geological  map  of  the  United  States. 

*  ♦  ♦  And  not  to  exceed  ten  thousand  dollars  of  the  amount  appropriated 
in  this  paragraph  may  be  applied,  under  the  direction  of  the  Secretary  of  the 
Interior,  to  the  procuring  of  statistics  in  relation  to  mines  and  mining  other 
than  gold  and  silver,  and  in  making  chemical  analysis  of  iron,  coal,  and  oil. 
(22  Stat.  L.,  320.) 

3.  An  act  approved  June  11,  1896,  contained  the  following  provi- 
sion: 

♦  ♦  ♦  That  hereafter  in  such  surveys  west  of  the  ninety-fifth  meridian  ele- 
vations above  a  base  level  located  in  eacli  area  under  survey  shall  be  detec- 

S.  Doc.  396,  59-2,  pt  2 17 
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mined  and  marked  on  the  ground  by  iron  or  stone  posts  or  permanent  bench 
marks,  at  least  two  such  posts  or  bench  marks  to  be  established  in  each  town- 
ship or  equivalent  area,  except  in  the  forest-clad  and  mountain  areas,  where 
at  least  one  shall  be  establisli^  and  these  shall  be  placed,  whenever  practicable, 
near  the  township  corners  of  the  public-land  surveys;  and  in  the  areas  east 
of  the  ninety-fifth  meridian  at  least  one  such  post  or  bench  mark  shall  be  sim- 
llarlv  established  in  each  area  equivalent  to  the  area  of  a  township  of  the  pub- 
lic-land surveys.     ♦     ♦     ♦     (29  Stat  L.,  435.) 

2.  Hydboqbaphig  and  Reculmation  Service. 

1.  The  following  resolution  of  Congress  was  approved  March  20, 

1888: 

That  the  Secretary  of  the  Interior,  by  means  of  the  Director  of  the  Geological 
Survey,  be,  and  he  is  hereby,  directed  to  make  an  examination  of  that  portion 
of  the  arid  regions  of  the  United  States  where  agriculture  is  carried  on  by 
means  of  irrigation,  as  to  the  natural  advantages  for  the  storage  of  water  for 
irrigating  purposes,  with  the  practicability  of  constructing  reservoirs,  together 
with  the  capacity  of  the  streams  and  the  cost  of  construction  and  capacity  of 
reservoirs,  and  such  other  facts  as  bear  on  the  question  of  storage  of  water  for 
irrigating  purposes.     ♦     ♦     ♦     (25  Stat  L.,  GIO.) 

2.  The  following  provisions  were  embodied  in  an  act  of  Congress 
approved  October  2,  1888 : 

For  the  purpose  of  investigating  the  extent  to  which  the  arid  region  of  the 
United  States  can  be  redeemed  by  irrigation,  and  the  segregation  of  the  irri- 
gable lands  in  such  arid  region,  and  for  the  selectfon  of  sites  for  reservoirs  and 
other  hydraulic  works  necessary  for  the  storage  and  utilization  of  water  for 
Irrigation  and  the  prevention  of  floods  and  overflows,  and  to  make  the  neces- 
sary maps,  including  the  pay  of  employees  in  field  and  in  ofilce,  the  cost  of  all 
instruments,  apparatus,  and  materials,  and  all  other  necessary  expenses  con- 
nected therewith,  the  work  to  be  performed  by  the  Geological  Survey,  under 
the  direction  of  the  Secretary  of  the  Interior.  ♦  ♦  ♦  And  all  the  lands 
which  may  hereafter  be  designated  or  selected  by  such  United  States  surveys 
for  sites  for  reservoirs,  ditches,  or  canals  for  irrigation  purposes  ♦  ♦  ♦  are 
from  this  time  henceforth  hereby  reserved  from  sale  as  the  property  of  the 
United  States,  and  shall  not  be  subject  after  the  passage  of  this  act  to  entry, 
settlement,  or  occupation  until  further  provided  by  law.  ♦  ♦  ♦  (25  Stat  L., 
526,  527.) 

3.  An  act  approved  August  30,  1890,  contained  the  following  pro- 
visions : 

*  *  ♦  That  reservoir  sites  heretofore  located  or  selected  shall  remain 
segregated  and  reserved  from  entry  or  settlement  as  provided  by  said  act,  until 
otherwise  providetl  by  law,  and  reservoir  sites  hereafter  located  or  selected  on 
public  lands  shall  in  like  manner  be  reserved  from  the  date  of  the  location  or 
selection  thereof.  *  *  *  In  all  patents  for  lands  hereafter  taken  up  under 
any  of  the  land  laws  of  the  United  States  or  on  entries  or  claims  validated  by 
this  act  west  of  the  one  hundredth  meridian,  it  shall  be  expressed  that  there  is 
reserved  from  the  lands  in  said  patent  described,  a  right  of  way  thereon  for 
ditches  and  canals  constructed  by  tlie  authority  of  the  United  States.  (26 
Stat  L.,  391.) 

4.  The  following  provisions  are  in  the  reclamation  act  approved 
June  17,  1902: 

♦  ♦  ♦  Tliat  all  moneys  received  from  the  sale  and  disposal  of  public  lands 
in  Arizona.  California.  Colorado,  Idaho,  Kansas,  Montana,  Nebraska,  Nevada, 
New  Mexico,  North  Dakota,  Oklahoma,  Oregon,  South  Dakota,  Utah,  Wash- 
ington, and  Wyoming,  beginning  with  the  fiscal  year  ending  June  tliirtieth, 
nineteen  hundred  and  one,  including  the  surplus  of  fees  and  commissions  in 
excess  of  allowances  to  registers  and  receivers,  and  excepting  the  five  per 
centum  of  the  proceeds  of  the  sales  of  public  lands  in  the  above  States  set  aside 
by  law  for  educational  and  other  purposes,  shall  be.  and  the  same  are  hereby, 
reserved,  set  aside,  and  appropriated  as  a  special  fund  In  the  Treasury  to  be 
known  as  the  **  reclamation  fund,"  to  be  used  in  the  examination  and  survey 
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for  and  the  constmction  and  maintenance  of  irrigation  works  for  the  storage, 
diversion,  and  development  of  waters  for  the  reclamation  of  arid  and  semiarid 
lands  In  the  said  States  and  Territories,  and  for  the  payment  of  all  other 
expenditures  provided  for  in  this  act 

♦  ♦  ♦  That  the  Secretary  of  the  Interior  is  hereby  authorized  and  directed 
to  make  examinations  and  surveys  for,  and  to  locate  and  construct,  as  herein 
provided,  irrigation  works  for  the  storage,  diversion,  and  development  of  waters, 
including  artesian  wells.    ♦     ♦    ♦ 

*  *  ♦  That  the  Secretary  of  the  Interior  shall  withdraw  from  public  entry 
the  lands  required  for  any  irrigation  works  contemplated  under  the  provisions 
of  this  act,  and  shall  restore  to  public  entrj'  any  of  the  lands  so  withdrawn 
when,  in  his  Judgment,  such  lands  are  not  required  for  the  purposes  of  this 
act;  and  the  Secretary  of  the  Interior  is  hereby  authorized,  at  or  immediately 
prior  to  the  time  of  beginning  the  surveys  for  any  contemplated  irrigation 
works,  to  withdraw  from  entry  ♦  ♦  ♦  any  public  lands  believed  to  be  sus- 
ceptible of  irrigation  from  said  works.    ♦     ♦     ♦ 

That  upon  the  determination  by  the  Secretary  of  the  Interior  that  any  irri- 
gation project  Is  practicable,  he  may  cause  to  be  let  contracts  for  the  construc- 
tion of  the  same,  in  such  portions  or  sections  as  it  may  be  practicable  to  con- 
struct and  complete  as  parts  of  the  whole  project,  providing  the  necessary 
funds  for  such  portions  or  sections  are  available  in  the  reclamation  fund. 
♦  *  ♦  Provided,  That  in  all  construction  work  eight  hours  shall  constitute  a 
day's  work,  and  no  Mongolian  labor  shall  be  employed  thereon.    ♦     ♦     ♦ 

That  the  Secretary  of  the  Interior  is  hereby  authorized  and  directed  to  use 
the  reclamation  fund  for  the  operation  and  maintenance  of  all  reservoirs  and 
irrigation  works  constructed  under  the  provisions  of  this  act     ♦    ♦     ♦ 

That  where  in  carrying  out  the  provisions  of  this  act  it  becomes  necessary 
to  acquire  rights  or  property,  the  Secretary  of  the  Interior  is  hereby  authorized 
to  acquire  the  same  for  the  United  States  by  purchase  or  by  condemnation 
under  judicial  process.     ♦     ♦    ♦     (32  Stat  L.,  388-390.) 

5.  The  following  paragraph  appears  in  an  act  approved  June  28, 
1902: 

For  gauging  the  streams  and  determining  the  water  supply  of  the  United 
States,  and  for  the  investigation  of  underground  currents  and  artesian  wells 
and  the  preparation  of  reports  upon  the  best  methods  of  utilizing  water 
resources.     ♦    ♦     ♦     (32  Stat  L.,  455.) 

3.  Forest  Reserves. 

1.  The  following  provisions  were  included  in  an  act  approved 
June  4,  1897  : 

For  the  survey  of  the  public  lands  that  have  been  or  may  hereafter  be  desig- 
nated as  forest  reserves  by  Executive  proclamation,  under  section  twenty-four 
of  the  act  of  CJongress  approved  March  third,  eighteen  hundred  and  ninety- 
one,  entitled  "An  act  to  repeal  timber-culture  laws,  and  for  other  purposes," 
and  including  public  lands  adjacent  thereto,  which  may  be  designated  for 
survey  by  the  Secretary  of  the  Interior,  one  hundred  and  fifty  thousand  dollars, 
to  be  immediately  available. 

The  surveys  herein  provided  for  shall  be  made,  under  the  supervision  of  the 
Director  of  the  Geological  Survey,  by  such  person  or  persons  as  may  be  employed 
by  or  under  him  for  that  purpose,  and  shall  be  executed  under  instructions 
issued  by  the  Secretary  of  the  Interior;  and  if  subdivision  surveys  shall  be 
found  to  be  necessary,  they  shall  be  executed  under  the  rectangular  system,  as 
now  provided  by  law.  The  plats  and  field  notes  prepared  shall  be  approved 
and  certified  to  by  the  Director  of  the  Geological  Survey,  and  two  copies  of  the 
field  notes  shall  be  returned,  one  for  the  files  in  the  United  States  surveyor- 
general's  oflace  of  the  State  in  which  the  reserve  is  situated,  the  other  in  the 
General  Land  Office;  and  twenty  photolithographic  copies  of  the  plats  shall  be 
returned,  one  copy  for  the  files  in  the  United  States  surveyor-genemFs  oflice 
of  the  State  in  which  the  reserve  is  situated;  the  original  plat  and  the  other 
copies  shall  be  filed  in  the  General  Land  OflSce,  and  shall  have  the  facsimile 
signature  of  the  Director  of  the  Survey  attached. 

Such  surveys,  field  notes,  and  plats  thus  returned  shall  have  the  same  legal 
force  and  effect  as  heretofore  given  the  surveys,  field  notes,  and  plats  returned 
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through  the  surveyors-general;  and  such  surveys,  which  include  subdivision 
surveys  under  the  rectangular  system,  shall  be  approved  by  the  Commissioner 
of  the  General  Land  Office  as  in  other  cases,  and  properly  certified  copies  thereof 
shall  be  filed  In  the  resiiective  land  offices  of  the  districts  In  which  such  lands 
are  situated,  as  In  other  cases.  All  laws  Inconsistent  with  the  provisions  hereof 
are  hereby  declared  lnoi)erative  as  respects  such  surveys:  Provided,  however. 
That  a  copy  of  every  topographic  map  and  other  maps  showing  the  distribution 
of  the  forests,  together  with  such  field  notes  as  may  be  taken  relating  thereto, 
sliall  be  certified  thereto  by  the  Director  of  the  Survey  and  filed  in  the  General 
Land  Office.     (30  Stat  L.,  34.) 

2.  In  an  act  approved  March  3,  1897,  the  following  was  included: 

And  provided  further.  That  hereafter  all  standard,  meander,  township,  and 
section  lines  of  the  public-land  surveys  shall,  as  heretofore,  be  established  under 
the  direction  and  supervision  of  the  Commissioner  of  the  General  Land  Office, 
whether  the  lands  to  be  surveyed  are  within  or  without  reservations,  except 
that  where  the  exterior  boundaries  of  public  forest  reservations  are  required  to 
be  coincident  with  standard,  township,  or  section  lines  such  boundaries  may.  If 
not  previously  established  in  the  ordinary  course  of  the  public-land  surveys,  be 
established  and  marked  under  the  supervision  of  the  Director  of  the  United 
States  Geological  Survey  whenever  necessary  to  complete  the  survey  of  such 
exterior  boundaries.    ♦    ♦    ♦     (30  Stat.  L.,  1097.) 

4.  Alaska. 

1.  The  following  resolution  was  approved  on  March  1,  1899 : 

♦  ♦  ♦  That  the  Director  of  the  Geological  Survey  Is  hereby  authorized  and 
directed  to  prepare  maps  of  Alaska  showing  all  known  topographic  and  geologic 
features,  including  wliat  is  known  of  the  gold-bearing  rocks,  and  a  text  of  the 
same,  the  text  to  contain  also  an  explanation  of  the  best  known  routes  and 
methods  of  reaching  the  gold  fields ;  twenty  thousand  copies  of  the  maps  and 
text  to  be  printed,  five  thousand  for  the  use  of  the  Senate,  ten  thousand  for  the 
use  of  the  House  of  Representatives,  and  five  thousand  for  distribution  by  the 
Geological  Survey ;  and  the  Director  Is  authorized  to  have  said  niai>s  and  text 
prepared  and  i>rinted  in  the  ongrnving  and  printing  division  of  the  Geological 
Survey.     ♦     *     ♦     (30  Stat  L.,  131)1.) 

5.  Publications. 

1.  The  act  establishing  the  Geolo^cal  Survey,  approved  March  3, 
1879,  contained  the  following  provisions : 

The  publications  of  the  Geological  Survey  shall  consist  of  the  annual  report 
of  oi)erations,  geological  and  economic  maps  illustrating  the  resources  and  classi- 
fication of  the  lands,  and  reports  ui>on  general  and  economic  geology  and 
paleontology,  ♦  *  *  and  ail  literary  and  cartographic  materials  received  in 
exchange  shall  be  the  property  of  the  United  States  and  form  a  part  of  the 
librar>'  of  the  organization :  and  the  money  resulting  from  the  sale  of  such 
pul>lioations  shall  l)e  covered  into  tlie  Treasury  of  tlie  United  States.  ♦  ♦  ♦ 
(20  Stat.  L.,  304-305.) 

2.  In  an  act  approved  August  4,  1886,  there  is  the  following  pro- 
vision : 

Provided  further.  That  all  printing  and  engraving  for  the  Geological  Survey 
♦  *  *  shall  hereafter  be  estimated  for  separately  and  in  detail,  and  appro- 
priated for  separately.     •     *     *     (24  Stat.  L.,  255.) 

3.  A  resolution  approved  February  18, 1897,  reads  as  follows: 

*  *  ♦  That  the  Director  of  the  Geological  Survey  be,  and  is  hereby,  author- 
ized and  directed,  on  the  approval  of  the  Secretary  of  the  Interior,  to  dls[)ose 
of  the  topographic  and  geologic  maps  and  atlases  of  the  United  States,  made 
and  published  by  the  (ieological  Survey,  at  such  prices  and  under  such  regula- 
tions as  may  from  time  to  time  be  fixed  by  him  and  approved  by  the  Secretary 
of  the  Interior;  and  that  a  number  of  each  map  or  atlas,  not  exceeding  five 
hundred,   shall   be  distributed  gratuitously   among   foreign  govcriiuieuts  and 
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Departments  of  our  own  Government,  to  literary  and  scientific  associations,  and 
to  such  educational  institutions  or  libraries  as  may  be  designated  by  the 
Director  of  the  Survey  and  approved  by  the  Secretary  of  the  Interior. 

Sec.  2.  That  one  copy  of  each  map  and  atlas  shall  be  sent  to  each  Senator 
and  each  Representative  and  Delegate  in  Congress,  if  published  within  his 
term,  and  that  a  second  copy  shall  be  placed  at  the  disposal  of  each  Senator, 
Representative,  and  Delegate.     (29  Stat.  L.,  701.) 

4.  On  May  16,  1902,  the  following  resolution  was  Approved : 

♦  ♦  *  That  hereafter  the  publications  of  the  Geological  Survey  shall  con- 
sist of  the  annual  report  of  the  Director,  which  shall  be  confined  to  oise  volume 
of  royal  octavo  size ;  monographs,  of  quarto  size ;  professional  papers,  of  quarto 
size ;  bulletins,  of  ordinary  octavo  size ;  mineral  resources,  of  ordinary  octavo 
size;  water-supply  and  irrigation  papers,  of  ordinary  octavo  size,  and  such 
maps,  folios,  and  atlases  as  may  be  required  by  existing  law. 

That  hereafter  the  reports  of  the  Geological  Survey,  except  the  annual  report 
of  the  Director,  shall  be  published  in  editions  as  recommended  in  each  case  by 
the  Director  and  approved  by  the  Secretary  of  the  Interior,  but  not  to  exceed 
ten  thousand  copies. 

That  whenever  the  edition  of  any  of  the  reports  of  the  Survey  shall  have 
become  exhausted  and  the  demand  for  it  continues,  there  shall  be  published, 
on  the  requisition  of  the  Secretary  of  the  Interior,  as  many  additional  copies  of 
the  report  as  the  Director  of  the  Survey  shall  state  will,  in  his  Judgment,  be 
necessary  to  meet  the  demand. 

That  the  bulletins  and  professional  papers  shall  be  distributed  gratuitously 
and  not  sold,  and  that  of  the  number  published  one  thousand  copies  shall  be 
delivered  to  the  Senate  and  two  thousand  copies  shall  be  deli  veiled  to  the  House 
of  Representatives  for  distribution. 

That  the  provision  of  law  approved  June  eleventh,  eighteen  hundred  and 
ninety-six,  restricting  the  water-supply  papers  to  one  hundred  pages  and  to 
editions  of  five  thousand  copies  shall  be,  and  hereby  is,  rescinded.  (32  Stat  L., 
741.) 

6.  Legal  PBOHiBrrioNs. 

1.  The  attention  of  all  officers  and  employees  of  the  Survey  is 
called  to  that  provision  of  the  law  which  prohibits  them  from  having 
personal  or  private  interest  in  the  lands  or  mineral  wealth  of  the 
region  under  survey  and  to  that  which  prohibits  the  survey  or  exami- 
nation of  property  for  private  parties  or  corporations.  This  legal 
prohibition  applies  to  all  members  of  the  Survey  holding  appoint- 
ments from  the  Secretary  of  the  Interior  whether  employed  the  whole 
or  a  part  of  their  time  on  Survey  work  and  whether  receiving  an 
annual  salary  or  a  per  diem  compensation  when  actually  employed. 
This  law  will  be  rigidly  enforced. 

7.  Entry  Upon  Private  Property. 

1.  In  the  conduct  of  the  Survey  it  will  sometimes  be  necessary  to 
enter  upon  private  or  corporate  mining  property.  In  such  cases  the 
officer  or  employee  will  put  himself  in  communication  with  the  owners 
or  proper  representatives  of  the  owners  of  the  property  and  annoimce 
that  permission  to  enter  is  requested  in  the  name  of  the  United  States 
Geological  Survey  and  that  all  such  observations  and  sui^^eys  are 
made  wholly  in  tne  interest  of  science  and  that  the  results  are  to  be 
used  only  in  the  preparation  of  official  reports  and  maps  to  be  pub- 
lished by  the  Geological  Survey  for  the  benefit  of  the  public. 

2.  There  is  no  Federal  law  authorizing  employees  of  the  Geo- 
logical Survey  to  enter  upon  private  lands  against  the  wishes  of  the 
owner  or  his  representative.    At  the  same  time  the  field  work  of  the 


262        BULBS  AKB  BEGTJLATIONS,  DEPABTMEKT  OF  IKTEBIOB. 

Survey  can  not  be  carried  on  without  entering  upon  such  lands,  and 
m  the  experience  of  the  Survey  objection  to  such  entry  has  been  rare. 
Chiefs  oi  parties  are  advised  that  they  enter  upon  private  lands  by 
courtesy  only  and  will  exercise  caution  in  this  matter,  obtaining  per- 
mission in  advance  in  all  cases  of  doubt 

3.  The  States  of  New  York,  Pennsylvania,  Ohio,  and  Maine  have 
enacted  the  following  laws  (which  may  be  cited,  if  necessary)  in 
order  that  employees  of  the  Geological  Survey  engaged  in  making 
cooperative  surveys  may  enter  upon  private  lands: 

For  the  purpose  of  making  the  surreys  hereinbefore  provided  for.  It  shaH  be 
lawful  for  persons  employed  in  malting  the  same  to  enter  upon  the  lands 
within  the  boundaries  of  this  State,  but  this  act  shall  not  be  construiHl  as 
authorizing  any  unnecessary  interference  with  private  rights.  (New  tork. 
Chapter  287,  April  4,  1893 ;  Pennsylvania,  act  of  general  assembly  No.  78,  April 
28,  1809;  Ohio,  senate  bill  No.  60,  general  assembly,  1897-d8;  Maine,  act  of 
March  16,  1899,  sixty-ninth  legislature.) 

8.  Pbesebvation  of  Public  Monuments. 

1.  In  the  Indian  bill  approved  June  10,  1896,  is  the  following 
provision  of  the  general  statutes: 

Provided  further.  That  hereafter  it  shall  be  unlawful  for  any  person  to 
destroy,  deface,  change,  or  remove  to  another  place  any  section  corner,  quarter- 
section  corner,  or  meander  post  on  any  Government  line  of  survey,  or  to  cut 
down  any  witness  tree  or  any  tree  blazed  to  mark  the  line  of  a  Goyemment 
survey  or  to  deface,  change,  or  remove  any  monument  or  bench  mark  of  any 
Government  survey.  That  any  person  who  shall  offend  against  any  of  the 
provisions  of  this  paragraph  shall  be  deemed  guilty  of  a  misdemeanor,  and 
upon  conviction  thereof  in  any  court  shall  be  fined  not  exceeding  two  hundred 
and  fifty  dollars  or  to  be  imprisoned  not  more  than  one  hundred  days.  All  the 
fines  accruing  under  this  paragraph  shall  be  paid  into  the  Treasury,  and 
the  informer  in  each  case  of  conviction  shall  be  paid  the  sum  of  twenty-five 
dollars.     (29  Stat.  L.,  343.) 

9.  Confidential  Information. 

1.  Information  of  a  confidential  character,  such  as  railroad  and 
mine  maps,  drill  records,  etc.,  is  frequently  supplied  to  members  of 
the  Survey  by  private  parties  and  corporations.  Such  information 
must  be  carefully  guarded  and  used  only  under  the  conditions  stipu- 
lated l)y  the  pei-sons  furnishing  it.  Whenever  desired,  a  guarantee  to 
this  efiect  will  be  furnished  over  the  Director's  signature. 

10.  E.XPERT  Testimony. 

1.  In  case  a  member  of  the  Geological  Survey  is  called  on  to  give 
expert  testimony  in  any  lawsuit  involving  questions  of  geologic  fact 
or  scientific  opinion  relative  to  a  mine  or  mines  examined  by  him  in 
pursuance  of  nis  official  duty,  he  is  hereby  directed  to  refuse  to  give 
such  testimony,  or  to  appear  in  court,  unless,  when  summoned,  he  is 
within  the  jurisdictional  limits  of  the  court  and  is  duly  served  with  a 
subpcrna  and  tendered  statutory  fees  and  expenses. 

2.  In  case  such  fees  and  expenses  are  tendered  and  subpoena  served 
within  jurisdictional  limit,  he  will  present  himself  in  court,  and  when 
called  to  the  stand  will  ask  the  presiding  judge  for  permission  to  make 
a  statement  and  request     Such  permission  being  granted,  he  will  read 
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to  the  court  the  following  provision  of  law  forbidding  private  work 
to  members  of  the  Geological  Survey : 

And  the  Director  and  members  of  the  Geological  Survey  shall  have  no  per- 
sonal or  private  interests  in  the  lands  or  mineral  wealth  of  the  region  under 
survey,  and  shall  execute  no  surveys  or  examinations  for  private  parties  or 
corporations. 

He  will  also  state  that  a  condition  of  his  admission  to  mines  is  the 
avoidance  of  all  private  or  unofficial  use  of  knowledge  so  gained.  He 
will  further  state  that  the  value  and  effectiveness  of  the  Geological 
Survey  depend  in  large  measure  upon  the  unprejudiced  action  oi  the 
corps  and  its  complete  removal  from  all  private  interests  or  contests, 
and,  finally,  he  will  request  the  presiding  judge  to  excuse  him  from 
giving  any  testimony  wnatsoever. 

3.  In  the  trial  of  causes  the  sitting  judge  is  absolute  for  the  time 
being,  but  it  is  confidently  expected  that  upon  hearing  the  above  state- 
ment he  will  recognize  the  propriety  of  relieving  members  of  the  Geo- 
logical Survey  from  the  duty  of  testifying. 

11.  Pbtvate  Collections. 

1.  As  provided  by  law,  all  collections  made  by  members  of  the  Sur- 
vey belong  to  the  drovernment  and  must  be  deposited  in  the  National 
Museum.  Members  of  the  Survey,  therefore,  can  not  make  collec- 
tions for  themselves  or  for  other  persons  or  institutions. 

2.  In  the  case  of  lithologic  collections  the  material  is  abundant,  and 
authors  may  retain  working  specimens  for  themselves,  provided  such 
collections  are  made  during  the  progress  of  their  work  and  in  such 
manner  as  not  to  affect  the  value  of  the  Government  collections. 

GENERAL  INSTRUCTIONS   AND  OFFICE   REGULATIONS. 

12.  Organization. 

1.  For  convenience  of  administration  the  Geological  Survey  is  or- 
ganized in  branches,  divisions,  and  sections.  The  work  classifies  nat- 
urally into  five  great  branches:  (1)  administrative,  (2)  publication, 
(3)  geologic,  (4)  topographic,  (5)  hydrographic 

2.  The  branches  are  subdivided  into  divisions  and  the  divisions  into 
sections.  In  the  administrative  branch  the  division  unit  is  in  most 
instances  an  administrative  unit.  In  the  technical  branches  the 
division  is  in  some  instances  the  administrative  unit,  while  in  others 
it  is  organized  for  inspection  purposes  only,  and  the  section  is  the 
administrative  unit 

13.  Official  Correspondence. 

1.  All  official  letters  to  the  office  of  the  Director  should  be  addressed 
to  the  Director,  United  States  Geological  Survey,  Washington,  D.  C., 
and  should  refer  to  one  subject  only. 

.2.  Official  correspondence  may  be  classified  as  external  and  inter- 
nal. The  former  will  be  signed  by  the  Director,  or  hy  his  instruction. 
The  latter  may  be  direct  between  chiefs  of  divisions  and  parties 
and  their  subordinates^  Correspondence  between  different  divisions 
should  pass  through  the  Director,  and  between  subordinates  and  the 
Director  through  chiefs  of  divisions. 
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8.  A  Department  order  reads  as  follows: 

Hereafter  chiefs  of  bureaus  and  offices,  or  other  officials  of  this  Department, 
will  not  communicate  with  other  executive  branches  of  the  Government,  or  with 
Confess,  or  committees  thereof,  upon  matters  relating  to  the  affairs  of  said 
bureaus  and  offices,  except  through  the  office  of  the  Secretary  of  the  Interior. 

14.  Use  of  Official  Fbank. 

1.  Section  5  of  an  act  of  Congress  approved  March  3,  1877,  pro- 
vides— 

That  it  shall  be  lawful  to  transmit  through  the  mail,  free  of  postage,  any  let- 
ters, packages,  or  other  matters  relating  exclusively  to  the  business  of  the 
Government  of  the  United  States :  Provided,  That  ever>'  such  letter  or  package, 
to  entitle  it  to  pass  free,  shall  bear  over  the  words  "  Official  business  "  an  indorst^ 
ment  showing  also  the  name  of  the  Department    ♦    *    •    (19  Stat  L.,  335-33a) 

2.  In  interpretation  of  the  above  it  has  been  ruled  that  publica- 
tions emanating  from  a  bureau  may  be  franked  as  part  of  the  official 
response  to  a  communication  asking  information  of  the  bureau.  Such 
publications  may  not,  however,  be  franked  as  official  if  they  contain 
any  written  or  printed  memoranda  indicating  that  they  have  been 
s^it  with  the  compliments  of  anyone. 

15.  Chief  Clebk. 

1.  The  chief  clerk,  in  the  absence  of  the  Director,  shall  have  charge 
of  the  office  and  sign  all  official  correspondence.  He  shall  sign  aU 
circulars  and  letters  to  members  of  the  Survey  "  by  order  of  the 
Director ;  "  shall  sign  all  requests  for  stationery  and  all  orders  for 
purchases  for  office  use;  shall  have  charge  of  exchanges  and  distribu- 
tion of  publications ;  shall  indorse  all  rei|uests  for  publications  of  the 
Survey;  shall  receive,  open,  and  distribute  the  official  mail;  shall  have 
control  of  all  express  or  freight  shipments;  shall  keep  a  record  of 
all  property  received  and  issued,  and  shall  supervise  the  work  of  all 
the  other  clerks  and  see  that  it  is  faithfully  performed. 

16.  Chief  Disbursing  Clerk. 

1.  The  chief  disbursing  clerk  shall  have  general  charge  of  the  fiscal 
operations  of  the  Survey,  and  special  disbursing  agents  shall  act  under 
his  general  instructions.  He  shall  have  charge  of  and  shall  audit  all 
money  accounts;  shall  make  all  office  payments  for  services  and  sup- 
plies; shall  make  out  all  requisitions  for  funds;  shall  keep  a  record  of 
all  accounts  with  annual  appropriations,  with  disbursing  agents,  with 
allotments,  and  with  bonded  railroads;  shall  keep  a  classified  record 
of  expenditures,  and  shall  perform  such  other  duties  as  are  germane 
to  the  money  responsibility  of  the  Survey. 

17.  Librarian. 

1.  The  libi'arian  is  the  custodian  of  the  books,  maps,  and  other  lit- 
erary material  acquired  by  purchase,  gift,  or  exchange.  He  shall 
keep  an  account  of  the  contents  of  the  library,  of  accessions  thereto, 
and  of  all  publications  recx^ived  or  withdrawn;  shall  prepare  and 
maintain  a  card  catalogue  of  the  library,  and  shall  make  all  purchases 
of  books  and  maps  for  the  library,  except  that  field  parties  may  pur- 
chase local  maps,  atlases,  etc.,  as  needed  by  them  in  field  work. 
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2.  In  an  act  of  Congress  approved  June  28,  1902,  occurs  the  fol- 
lowing provision : 

Provided,  That  the  purchase  of  professional  and  scientific  books  and  period- 
icals needed  for  statistical  purposes  hereafter  by  the  scientific  divisions  of  the 
United  States  Geological  Survey  is  hereby  authorized  to  be  made  and  paid  for 
out  of  appropriations  made  for  the  said  Survey. 

3.  Purchases  for  the  library  shall  be  limited  to  publications  ger- 
mane to  the  work  of  the  Survev. 

4.  The  library  shall  be  accessible  to  all  students  who  may  wish  to 

use  it.    AH  books,  except  works  of  reference,  which  are  in  more  or 

less  constant  use,  may  be  withdrawn  for  study,  but  should  be  returned 

as  soon  as  practicable,  in  order  that  others  may  not  be  deprived  of 

their  use. 

18.  EorroB  of  Publications. 

1.  All  manuscripts  for  reports,  circulars,  etc.,  shall  be  transmitted 
to  the  Director.  Before  they  are  forwarded  to  the  printer  they  will 
be  submitted  to  the  editor  of  publications,  for  his  examination  and 
correction. 

2.  All  proofs  of  such  papers^  circulars,  etc.,  shall  be  received,  cor- 
rected, and  returned  by  the  editor  of  publications. 

19.  Illustrations. 

1.  All  material  for  illustrations  shall  be  transmitted  to  the  Di- 
rector. With  the  exception  of  topographic  and  geologic  sheets,  all 
such  material,  before  it  is  forwarded  for  reproduction,  will  be  sub- 
mitted to  the  chief  of  the  section  of  illustrations,  wno  shall  have 
suitable  drawings  prepared  for  publication,  shall  give  directions  or 
write  specifications  for  their  reproduction  by  appropriate  processes, 
shall  correct  and  approve  the  proofs,  and  shall  have  the  custody  and 
care  of  the  electrotypes. 

20.  Photography. 

1.  All  cameras  and  other  photographic  apparatus  used  by  em- 
ployees of  the  Survey  may  be  purchased  only  on  requisitions 
approved  by  the  chief  photographer,  though  they  shall  be  paid  for 
from  the  separate  allotments  to  the  divisions  for  which  they  are  pur- 
chased. Photographic  materials  must  not  be  used  for  any  purpose 
other  than  the  procuring  of  scientific  data  which  will  be  of  use  in  the 
Geological  Survey. 

2.  All  requisitions  for  photographs,  development  of  negatives,  or 
printing  made  upon  the  photographic  laboratory  must  be  on  the 
cards  provided  for  that  purpose,  and  must  state  clearly  the  object 
for  which  the  work  is  to  be  used,  and  such  requisitions  shall  be  trans- 
mitted through  the  chief  clerk  for  his  approval 

21.  Custodian  of  Documents. 

1.  All  books,  maps,  folios,  etc.,  intended  for  distribution  shall  be 
deposited  in  the  document  section  and  be  issued  therefrom  on  ap- 
proval of  the  chief  clerk. 

2.  The  author  of  a  report,  if  not  a  sale  publication,  shall  be  entitled 
to  20  copies,  and  each  author  of  a  map  or  a  folio  shall  be  entitled  to  2 
copies. 
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22.  Classification  of  Technical  Force. 

1.  There  are  two  classes  of  employees  in  the  Geological  Survey, 
(a)  those  holding  appointments  from  the  Secretary  of  the  Interior, 
who  may  be  employed  either  in  the  field  or  in  the  office,  and  (b) 
such  field  assistants,  laborers,  etc,  as  may  be  necessary  in  the  work 
of  a  field  party^  who  are  selected  by  the  heads  of  parties,  under  the 
direction  of  their  chiefs,  at  a  per  diem  or  monthly  compensation. 

2.  Employees  of  the  technical  force  of  the  Survey  holding  appoint- 
ments from  the  Secretary  are  grouped  into  classes — for  example, 
geologist,  assistant  gjeologist,  and  geologic  aid — according  to  the 
amount  of  compensation.  Persons  entering  the  service  are  required 
to  have  a  thorough  technical  and  scientific  education,  and  are  ap- 
pointed by  certification  from  the  Civil  Service  Commission  after 
passing  an  examination  showing  their  technical  knowledge  and  prac- 
tical experience. 

3.  Promotions  are  considered  bv  boards  composed  of  the  higher 
officers  in  each  branch,  and  their  Endings  are  transmitted  to  the  Di- 
rector for  his  guidance  in  making  recommendations  to  the  Secretary 
of  the  Interior.  These  are  based  in  every  case  upon  the  record  made 
by  the  person  concerned — ^his  reputation  for  accuracy  and  ability, 
and  particularly  the  results  of  his  work  as  shown  by  completed  maps, 
manuscripts,  statements,  etc 

23.  Transfers  from  One  Division  or  Section  to  Anotheb. 

1.  Members  of  the  Geological  Survey  desiring  to  be  transferred 
from  one  division  or  section  to  another  must  apply  through  their 
immediate  chiefs.  The  chief  of  the  division  or  section  will  make 
indorsement  on  the  application  and  forward  the  same  to  the  Director. 

2.  The  chief  of  one  division  or  section  must  not  approach  a  person 
employed  in  another  division  or  section  in  regard  to  a  transfer  with- 
out first  consulting  the  chief  of  the  other  division  or  section. 

3.  When  persons  are  transferred  from  one  division  or  section  to 
another,  they  will  not  be  promoted  until  they  have  shown  fitness  for 
advancement  to  a  higher  grade. 

24.  Leaves  of  Absence. 

1.  Leave  of  absence  with  pay  may  be  granted  for  a  period  not  ex- 
ceeding thirty  days  in  any  calendar  year.  Additional  leave  with  pay 
not  to  exceed  thirty  days  may  be  granted  on  account  of  sickness. 

2.  All  leave  in  excess  of  the  above-named  limitations  must  be  for 
satisfactory  reasons  and  without  pay. 

3.  All  applications  for  leave  must  be  made  on  forms  provided  for 
the  purpose  and  be  approved  by  the  division  or  section  chief. 

25.  Employment  of   Field   Assistants,   Rodmen,    Cuainmen,   Flagmen,    and 

Laborers. 

1.  Only  graduates  of  technical  schools  or  those  who  have  had  sj^e- 
cial  experience  are  eligible  for  employment  as  field  assistants  in  the 
Geological  Survey. 

2.  Persons  employed  as  rodmen,  chainmen,  and  flagmen,  or  in  any 
capacity,  shall  be  not  less  than  20  years  of  age;  ana  if  students  at 


GEOLOGICAL  STJBVEY.  267 

school  or  college,  must  agree  to  remain  with  the  Survey  imtil  the  close 
of  the  field  season,  provided  their  services  are  satisfactory. 

3.  The  class  of  persons  grouped  under  the  general  term  of  laborers, 
including  drivers,  packers,  and  cooks,  will  be  employed  during  the 
field  season  by  the  chiefs  of  parties  as  necessity  may  arise,  by  the  day, 
week,  or  month. 

4.  All  the  employees  above  mentioned  will,  when  practicable,  be 
engaged  in  or  near  the  areas  under  survey,  and  they  must  present 
themselves  at  the  field  outfitting  point  of  the  party  to  which  they  are 
attached  and  will  be  discharged  at  the  end  of  the  field  season.  No 
traveling  expenses  to  the  field  will  be  allowed;  but,  provided  the 
employee  remain  with  the  party  until  the  close  of  the  period  agreed 
upon,  return  traveling  expenses  will  be  paid  to  the  place  where  he 
was  employed,  or  to  his  home,  if  the  expense  to  the  latter  be  less  and 
he  presents  sworn  accounts  covering  such  journey.  Preference  will 
be  given  to  applicants  from  States  in  which  the  work  is  to  be  done. 

26.   IHPOBTUNITIES  FOB  PROMOTION. 

1.  The  following  amendment  to  Civil  Service  Rule  XI  was  made 
by  the  President  on  July  3, 1902 : 

No  recommendation  for  the  promotion  of  any  employee  In  the  classified  service 
shall  be  considered  by  any  officer  in  making  promotions  except  it  be  made  by  the 
officer  or  officers  under  whose  supenrision  or  control  such  employee  is  serving; 
and  such  recommendation  by  any  other  person,  with  the  knowledge  and  consent 
of  the  employee,  shall  be  sufficient  cause  for  debarring  him  from  the  promotion 
proposed,  and  a  repetition  of  the  offense  shall  be  sufficient  cause  for  removing 
him  from  the  service. 

2.  Importunities  for  promotion  are  strictly  prohibited.  Chiefs  of 
divisions  and  sections  are  directed  to  note  all  violations  of  the  above 
order  coming  to  their  attention.  The  supervising  officers  are  thor- 
oughly informed  and  competent  to  judge  of  the  qualifications  of  those 
under  their  direction  and  will  endeavor  to  do  justice  in  all  cases. 

3.  It  is  not  to  be  understood  that  employees  are  forbidden  to 
appeal  to  the  Secretary  on  the  ground  of  unjust  discrimination 
against  them,  or  to  report  unfair  or  improper  treatment.  Such 
appeal,  however,  must  oe  in  writing,  must  state  explicitly  some  sub- 
stantial ground  of  complaint,  and  must  be  forwarded  through  the 
Director. 

27.  Monthly  Reports. 

1.  It  is  important  that  the  Director  be  constantly  informed  of  the 
progress  of  the  Survey  in  all  its  departments  in  field  and  office.  For 
this  purpose  a  monthly  report  is  required  from  the  chief  of  each  divi- 
sion or  section.  The  report  should  be  made  promptly  at  the  end  of 
the  month,  and  should  clearly  but  briefly  exnibit  the  operations  of 
that  month. 

2.  Chiefs  of  divisions  or  sections  should  require  their  assistants  in 
charge  of  parties  to  submit  their  monthly  reports,  promptly,  that 
they  may  be  incorporated  in  the  reports  of  the  Director. 

28.  Notes  and  Notebooks. 

1.  In  taking  notes  assistants  should  leave  nothing  for  the  memory. 
Everything  would  be  recorded  so  fully  and  systematically  as  to  be 
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readily  understood  by  any  person  having  occasion  to  use  the  notes  at 
any  time. 

2.  All  notebooks  are  the  property  of  the  Government  and  must  be 
deposited  in  its  archives. 

29.  Requisitions. 

1.  Supplies  \f  ill  be  issued  on  requisition  by  the  employee  requiring 
them,  the  requisition  being  approved  by  the  chief  of  division  or  sec- 
tion and  countersigned  by  the  chief  clerk.  Supplies  fall  in  two 
groups,  the  first  consisting  of  those  which  are  not  consumed  in  the 
using,  such  as  instruments,  ink  wells,  shears,  etc.,  and  which  are  not 
expendable,  and  the  second  consisting  of  those  which  are  consumed 
in  the  using,  such  as  ink,  paper,  etc.,  and  which  are  expendable. 

2.  The  issuing  clerk  will  require  receipts  for  all  nonexpendable 
articles  from  the  persons  drawing  the  articles,  who  will  account  for 
them  when  required. 

30.  Shipments. 

1.  The  Survey  is  in  almost  daily  receipt  of  material  by  freight  and 
express.  To  facilitate  the  prompt  and  easy  assignment  of  this  mate- 
rial to  its  proper  place,  officers  and  employees  are  enjoined  to  care- 
fully observe  the  following  directions : 

(a)  Address  all  packages  to  the  Director  of  the  United  States  Greo- 
logical  Survey,  Washington,  D.  C. 

(b)  Indicate  on  the  label  the  contents  and  from  whom  and  from 
where  sent. 

(c)  At  time  of  shipment  always  notify  the  Director,  on  the  form 

? provided  for  the  purpose,  of  the  shipment,  its  mode,  whether  by 
reight  or  express,  andf  the  contents. 

2.  Printed  receipts  must  accompany  vouchers  for  freight  or  ex- 
pressage  from  incorporated  companies.  The  subvouchers  must  give 
date  of  shipment,  shipping  point,  destination,  names  of  consignee 
and  consignor,  weight,  rate,  amount  charged,  and  condition  when 
received. 

31.  Smoking  and  Use  of  Matches. 

1.  Smoking  will  not  be  allowed  in  the  halls  of  the  buildings  occu- 
pied by  the  Geological  Survey,  nor  in  the  rooms  occupied  by  lady 
employees. 

2.  The  use  of  parlor  matches  or  any  other  than  safety  matches 
within  the  buildings  of  the  Geological  Survey  is  strictly  prohibited. 

DUTIES   OF   DISBURSING   AGENTS. 

32.  Pbefatort  Statement. 

1.  There  are  numerous  laws  of  the  United  States  regulating  the 
disbursing  of  money  by  its  agents.  All  disbursing  agents  are  re- 
quired to  submit  their  official  accounts  to  the  accounting  officers  of 
the  Treasury,  who  pass  judgment  on  their  legality.  The  rulings  of 
the  accounting  officers  form  a  body  of  judicial  law  supplementury  to 
statute  law.  The  entire  system  of  enactments  and  rulings  is  so  volu- 
minous and  complex  that  no  successful  attempt  lias  be^n  made  to 
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codify  it.  There  is  no  comprehensive  publication  of  it,  atid  the  dis- 
bursing agent  ordinarily  discovers  its  restrictions  one  by  one,  by 
unknowingly  running  counter  to  them  and  having  his  errors  detected 
by  the  accounting  officers.  This  is  especially  the  case  in  the  Greolog- 
ical  Survey,  where  it  is  impracticable  to  send  specially  trained  clerks 
to  all  points  at  which  money  must  be  expended,  and,  as  a  matter  of 
economy,  the  work  of  disbursement  is  distributed  among  professional 
assistants,  whose  attention  is  engrossed  by  other  duties.  To  reduce 
the  doubts  and  errors  of  these  assistants  to  a  minimum,  an  endeavor 
is  here  made  to  present,  for  their  guidance,  a  code  of  instructions  cov- 
ering the  more  important  points.  For  the  purpose  of  narrowing  the 
field  of  these  instructions  they  are  more  especially  addressed  to  those 
members  of  the  Survey  who  are  called  on  to  make  disbursements  at  a 
distance  from  the  central  office. 

33.  Relation  to  the  Government. 

1.  Disbursing  agents  of  the  Survey  are  bonded  officers,  required  to 
render  account  of  public  moneys  intrusted  to  theHL 

2.  The  relation  of  the  disbursing  agent  to  the  Government  differs 
in  an  important  respect  from  that  of  a  private  business  agent  to  his 
employer.  In  the  latter  case  the  employer  is  an  individual,  having  a 
personal  interest  in  the  business  transacted  and  a  personal  acquaint- 
ance with  his  agent.  In  the  former  case  the  employer  is  impersonal 
and  can  not  directly  supervise  the  transactions  of  the  agent.  The 
disbursing  agent  is  therefore  essentially  a  trustee,  and  the  funds  in 
his  charge  are  trust  funds,  so  that  it  is  not  without  reason  that  he  is 
required  to  submit  to  a  system  of  restrictive  regulations  which  in 
ordinary  commercial  business  might  be  regarded  as  onerous.  The 
private  employer  assumes  the  inte^ity  of  his  agent  until  the  contrary 
IS  proved;  the  Government  requires  its  agents  to  establish  the  in- 
tegrity of  all  their  transactions. 

34.  Bonds. 

1.  Disbursing  agents  must  give  bond  before  they  can  be  recognized 
as  such  at  the  Treasury.  Forms  for  bonds,  accompanied  by  instruc- 
tions, are  prepared  by  the  Department  of  the  Interior,  and  will  be 
furnished  oy  the  Director  to  members  of  the  Survey  who  are  ap- 
pointed disbursing  agents. 

35.  Allotments. 

1.  Portions  of  the  funds  of  the  Survey  are  appropriated  by  law  or 
allotted  by  the  Director  for  specified  purposes,  and  are  expended 
under  the  direction  of  designated  officers. 

2.  Each  disbursing  agent  will  open  a  ledger  account  with  each 
specific  allotment,  creditmg  it  with  all  sums  assigned  to  it  and  charg- 
ing to  it  all  sums  disbursed  for  the  specified  purpose.  He  should 
also  charge  the  allotment  with  all  accounts  pertaining  to  the  specified 
purpose  and  paid  by  others  or  requiring  future  payment  by  others. 
Chief  among  these  are  the  cost  of  transportation  of  persons  on  official 
requests  and  the  estimated  cost  of  transportation  of  freight  on  bills 
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of  lading.    The  balance  of  this  ledger  account  will  indicate  the  unex- 
pended portion  of  the  allotment. 

3.  Against  these  allotments  must  be  charged  all  expenditures  what- 
soever pertaining  to  the  work  in  the  period  for  which  the  allotment 
is  made,  including  salaries  of  permanent  and  temporary  employees, 
transportation,  expressage,  freight,  subsistence,  and  miscellaneous 
expenses. 

4.  It  is  to  be  understood  that  the  amount  allotted  will  cover  all  ex- 
penses of  the  work  for  which  it  is  made,  and  must  under  no  circum- 
stances be  exceeded. 

36.  Estimates. 

1.  When  tht  disbursing  agent  has  been  notified  of  his  allotment, 
he  will  address  a  letter  to  the  Director,  giving  an  estimate  of  the 
amounts  needed  by  him  for  a  month  or  other  stated  period  and  re- 

?uest  that  they  be  placed  to  his  credit.    This  is  done  on  a  printed 
orm  prepared  for  the  purpose. 

2.  In  response  to  this  estimate  the  Director  will  ask  the  Secretary 
of  the  Interior  to  make  a  requisition  upon  the  Secretary  of  the  Treas- 
ury, and  drafts  will  be  sent  to  the  inaicated  assistant  treasurers  and 
designated  depositories.  The  recipients  of  the  drafts  will  then 
notify  the  disbursing  agent  that  the  funds  have  been  placed  to  his 
credit 

87.  Treasury  Drafts. 

1.  It  will  sometimes  occur  that  the  disbursing  agent  has  need  to 
make  use  of  a  direct  draft  on  the  United  States  Treasury.  He  may 
obtain  such  draft  for  public  use  by  applying  in  person  or  by  letter 
to  the  Treasurer  of  the  United  States. 

38.  Identification. 

1.  If  the  signature  of  the  disbursing  agent  is  not  on  file  with  the 
assistant  treasurer  or  depositary  givmg  him  credit,  he  will  need 
either  to  present  himself  with  proper  introduction  and  leave  his  sig- 
nature, or  else  send  his  signature  by  mail,  properly  certified  by  some 
person  whose  signature  is  known.  His  checks  will  then  be  honored 
to  the  extent  of  his  credit. 

39.  Checks. 

1.  Disbursing  agents  are  required  to  have  their  funds  deposited 
either  with — 

(a)  The  Treasurer  of  the  United  States;  or 

(b)  An  assistant  treasurer  of  the  United  States;  or 

(c)  A  designated  depositary ; 

and  disbursing  agents  are  not  responsible  for  the  loss  of  funds  thus 
deposited. 

2.  They  are  also  required  in  most  cases  to  make  disbursements  by 
checks,  and  are  thus  relieved  of  the  responsibility  involved  in  the 
actual  handling  of  cash.  The  Secretary  of  the  Treasury  has,  how- 
ever, specifically  authorized  certain  disbursing  agents  to  make  pay- 
ments in  cash,  by  drawing  for  this  purpose,  in  advance,  by  checks 
payable  to  themselves,  a  limited  amount  of  money.  Up  to  the  pres- 
ent time  this  autiiority  has  been  granted  to  eadi  disbursing  agent 
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of  the  Greolo^cal  Survey.  It  is  a  specific  and  not  a  general  authority. 
It  permits  the  disbursing  agent,  when  the  needs  of  the  Survey  re- 
quire, to  hold  in  his  personal  possession  public  funds  to  an  amount 
not  exceeding  the  indicated  limit,  and  it  relieves  him  of  the  neces- 
sity of  making  each  pavment  by  means  of  a  separate  check. 

3.  Check  books  for  trie  use  of  disbursing  agents  are  issued  by  the 
Treasury  and  subtreasuries  of  the  United  States.  Instructions  for 
their  use  are  pasted  inside  the  cover  of  each  check  book.  The  stub, 
when  properly  filled,  constitutes  a  complete  record  of  the  check,  and 
also  shows  tne  balance  remaining  to  the  credit  of  the  disbursing 
agent  in  the  depository.  It  can  be  used  advantageously  in  making 
up  weekly  statements. 

4.  Eacn  check  issued  by  a  disbursing  agent  must  state  the  object 
for  which  the  disbursement  is  made. 

5.  Checks  must  not  be  signed  in  blank  nor  antedate  the  voucher 
in  payment  of  which  they  are  given. 

6.  Checks  payable  to  bearer  should  be  avoided. 

7.  When  one  check  is  used  to  pay  two  or  more  vouchers,  this  fact 
should  be  recorded  on  each  voucher  by  amending  its  brief  to  read. 
"  Paid  by  part  of  check  No.  — ,"  in  place  of  "  Paid  by  check  No.  — . 

DISBURSEMENTS. 

40.  Classification  of  Disbursements. 

1.  When  practicable,  disbursements  for  the  Geological  Survey  are 
classed  under  three  heads,  for  which  separate  blanks  are  provided, 
viz: 

(a)  Services. 

(b)  Traveling  expenses. 

(c)  Purchases  and  miscellaneous. 

41.  Rendering  of  Voucher  Accounts. 

1.  Each  employee  who  has  an  appointment  from  the  Secretary 
must  submit  his  own  subvoucher  accounts,  these  accounts  to  be  assem- 
bled in  chronological  order  on  a  purchase  or  traveling-expense 
voucher.  Such  accounts  must  not  be  submitted  more  than  twice  in 
the  same  month  for  the  same  appropriation,  and  must  include  ex- 
penditures for  one  month  only,  except  in  case  of  defective  accounts 
returned  by  the  certifying  oflScer  for  correction ;  these  should  be  in- 
cluded in  the  first  account  submitted  after  the  corrections  are  made. 
Traveling-expense  accounts  for  a  continuous  journey  are  excepted. 

42.  Vouchers  in  Duplicate. 

1.  All  vouchers  must  be  written  and  signed  in  duplicate.  One  set 
is  transmitted  by  the  disbursing  agent  to  the  Director  of  the  Survey 
at  the  end  of  each  month  and  is  ultimately  filed  in  the  archives  of  the 
Treasury  Department.  The  other  set  remains  in  the  hands  of  the  dis- 
bursing agent. 

2.  j^  vouchers  and  other  money  papers  must  be  written  in  perma- 
nent ink.  The  use  of  aniline  inks  and  of  the  "  indelible  pencil "  is 
prohibited. 
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43.   DiSBUBSEMENTS  FOB   SeBVICXS. 

1.  Every  permanent  employee  of  the  Survey  receives  a  written  ap- 
pointment from  the  Secretary  of  the  Interior,  and  payment  for  serv- 
ices must  not  precede  the  date  of  such  appointment. 

2.  The  Treasury  Department  requires  that  the  appointee  shall  take 
the  oath  of  allegiance  to  the  United  States,  which  oath  must  be  at- 
tested by  a  person  duly  empowered  to  administer  oaths. 

3.  A  new  oath  must  be  taken  in  case  of  promotion,  reappointment, 
or  change  of  designation. 

4.  Disbursements  for  services  comprise  the  payment  of  salaries  or 
wages,  reckoned  by  the  year,  month,  or  day.  Permanent  employees 
are  generally,  though  not  always,  paid  an  annual  salary. 

5.  Vouchers  for  services  must  never  include  more  than  one  calendar 
month,  though  more  than  one  set  of  vouchers  may  be  submitted  in  the 
same  month  when  chargeable  against  more  than  one  allotment.  Two 
forms  of  vouchers  are  used  for  the  payment  of  salaries,  the  service 
voucher  for  the  payment  of  one  person,  and  the  pay  roll  for  the  pay- 
ment of  two  or  more  persons. 

().  A  service  voucher  consists  of  a  bill,  a  certificate,  and  a  receipt. 
The  receipt  is  signed  by  the  person  performing  the  service,  and  the 
name  at  the  head  of  the  bill  must  be  literally  identical  with  ithe  name 
signed  to  the  receipt. 

7.  A  pay  roll  consists  of  a  series  of  receipts  and  a  certificate.  The 
names  in  the  column  headed  "  Names "  must  be  literally  identical 
with  those  in  the  column  headed  "  Signatures."  In  the  column 
"  Time  employed  "  must  be  stated  dates  from  and  to  and  total  number 
of  days  for  fractional  parts  of  a  month. 

8.  In  both  the  above  cases  the  certificate  is  signed  by  the  person 
under  whose  direction  the  services  are  performed. 

9.  In  the  service  voucher  the  date  or  the  bill  is  the  date  of  the  last 
day  of  service.  The  date  of  the  receipt  can  not  be  earlier  than  the 
date  of  the  bill,  for  it  is  not  permitted  to  make  advance  payments  for 
services. 

10.  The  number  of  dollars  and  cents  in  the  receipts  must  be  legibly 
written  in  words,  followed  by  the  same  amount  expressed  in  figures. 

11.  In  computing  the  amount  of  pay  due  at  an  annual  or  monthly 
rate  for  a  whole  or  part  of  a  month  the  Government  salary  tables 
must  be  used.  A  part  of  these  tables  is  reprinted  in  the  Survey  book 
of  "Instructions." 

12.  It  is  desirable  that  service  begun  within  a  month  be  paid  for  at 
the  end  of  the  month,  and  subsequent  service  date  from  the  first  of  the 
following  month. 

13.  For  services  rendered  in  two  fiscal  years  separate  vouchers  are 
required  for  each  year.  The  fiscal  year  begins  July  1  and  ends 
June  30. 

14.  The  use  of  ditto  marks  for  dates  should  be  avoided. 

15.  The  name  of  the  disbursing  agent  who  furnishes  the  funds  is 
written  in  the  body  of  the  receipt  at  the  top  of  the  pay  roll.  The 
certificate  at  the  bottom  of  the  roll  is  signed  by  the  oflScer  under  whose 
direction  the  services  were  performed. 

16.  Disbursing  officers,  before  making  final  settlement  with  a  dis- 
charged employee,  should  be  furnished  with  evidence  that  he  has 
turned  in  all  Government  property  in  his  possession. 
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17.  Temporary  field  employees  may  be  paid  on  service  vouchers, 
pay  rolls,  or,  where  necessary,  subvouchers. 

18.  When  the  employee  can  not  write,  he  must  affix  his  mark,  and 
some  person  other  than  the  disbursing  agent  or  approving  officer 
must  sign  as  witness. 

44.   VOUCHEBS   FROM    EMPLOYEES. 

1.  It  is  not  permitted  to  purchase  or  hire  property  of  employees. 
A  man  may,  however,  be  hired  in  connection  with  his  horses,  wagons, 
or  other  property,  the  whole  being  covered  under  one  agreement  and 
accountea  for  by  a  single  voucher. 

2.  When  the  material  hired  is  merely  accessory  to  the  services  of 
the  employee,  as  when  an  artisan  is  hired  with  his  tools  or  a  sur- 
veyor with  his  instruments,  a  service  voucher  should  be  used.  When 
the  services  of  the  person  are  accessory  to  the  use  of  the  material, 
as  when  a  driver  accompanies  a  hired  team,  the  voucher  is  for  hire 
of  property,  with  mention  of  the  personal  service  and  name  of  the 
person  rendering  it,  and  falls  under  Schedule  K. 

45.    DiSBUBSEMENTS   FOB  TbAVELING   EXPENSES. 

1.  An  authorization  to  make  a  journey  must  be  signed  by  the  ap- 
proving officer  and  accompany  each  traveling-expense  account. 

2.  The  name  of  the  person  performing  the  journey  must  appear 
at  the  head  of  the  voucher.  His  signature  to  the  certificate  must  be 
attested  before  a  notary  or  other  officer  empowered  to  administer 
oaths  and  must  be  duly  sealed.  The  certificate  of  a  postmaster  with 
his  dating  stamp  may  be  substituted  if  it  is  impracticable  to  obtain 
the  services  of  an  officer  authorized  to  administer  oaths  for  general 
purposes.  This  attestation  may  be  waived  in  exceptional  cases  when 
neither  of  the  above-mentioned  officers  can  be  reached  without  undue 
delay  or  cost,  but  in  such  cases  full  explanation  must  be  made. 

3.  Bills  will  be  allowed  for  actual  and  necessaiy  expenses  of  travel, 
subject  to  such  restrictions  as  are  established  by  Treasury  regulations. 
These  expenses  include: 

(a)  Fares  upon  railroads,  steamboats,  packets,  or  other  usual  modes 
of  conveyance. 

(6)  Hire  of  special  transportation,  either  by  land  or  by  water, 
when  there  are  no  regular  means  of  conveyance. 

(c)  Ferriage,  tolls,  and  horse  keeping. 

(a)  Street-car  or  omnibus  or  transfer-coach  fare,  and,  when  there 
are  no  such  conveyances,  moderate  and  necessary  hack  hire  not  ex- 
ceeding the  legal  rates;  also  baggage  fees  to  porters. 

(e)  Sleeping-car  fare  for  one  double  berth  for  each  person,  parlor- 
car  seat  (for  distances  exceeding  100  miles),  or  customary  stateroom 
accommodation  on  boats,  steamers,  etc.  Porterage  on  sleeping  cars  or 
boats,  not  to  exceed  25  cents  a  day  (of  twenty-four  hours). 

(f)  Lodging  and  meals  en  route. 

(g)  Hotel  expenses,  not  exceeding  $5  a  day,  when  the  detention 
is  incident  to  or  necessary  for  the  performance  of  the  duties  for 
which  the  travel  is  ordered.  Hotel  bills  must  show  the  number  of 
days  charged  for,  the  regular  per  diem  rate  for  board  and  lodging, 
together  with  the  dates  when  the  same  were  furnished. 

S.  Doc.  396. 59-2,  pt  2 18 
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(h)  Necessary  meals  en  route,  but  for  no  other  items  of  refresh- 
ment than  the  ordinary  food  provided  for  travelers.  No  charge  will 
be  allowed  for  hotel  bills  when  the  detention  is  unnecessary  fi)r  the 
execution  of  the  orders  under  which  the  journey  is  performed,  nor 
for  mea^^s  furnished  on  steamere  or  other  means  of  conveyance  which 
are  included  in  the  charge  for  fare. 

/)  Extra  fare  for  travel  on  limited  trains  will  not  be  allowed. 
/)   Charges  for  telegrams  must  be  accompanied  by  copies  of  the 
messages.    Only  Government  rates  will  be  allowed. 

(k)  Charges  for  telephone  service  must  contain  a  statement  of 
places  to  and  from,  and  the  time  occupied. 

(Z)  Subvouchers,  properly  receipted,  will  in  all  cases  be  required 
for  any  kind  of  livery  hire,  feed  or  stabling  of  horses,  services  or 
board  of  drivers  or  guides,  express,  telegraph  or  telephone  messages, 
or  for  any  miscellaneous  expenditure  where  the  total  sum  amounts 
to  $1  or  more.  Charges  for  laundry  work  or  for  baths  will  not  be 
allowed. 

(ffi)  Every  officer  or  other  person  traveling  as  above  indicated  will 
keep  a  memorandum  of  the  expenditures  herein  allowed,  noting  each 
item  as  soon  as  the  expenditure  is  made,  and  will  make  affidavit  that 
the  different  charges  in  detail  therein  have  been  taken  from  and 
verified  by  his  memorandum;  that  they  are  correct  and  just;  that 
the  amount  charged  was  actually  paid ;  that  no  part  of  the  journey 
charged  for  has  been  made  under  a  free  pass  on  any  railway,  steam- 
boat, or  other  public  conveyance ;  that  the  number  of  days  for  which 
the  same  is  charged  were  necessarily  consumed  in  unavoidable  delays 
incident  to  travel  and  in  the  performance  of  the  duty  ordered  or 
service  rendered,  and  that  the  journey  was  performed  with  all 
])racticable  dispatch  by  the  usually  traveled  routes,  under  orders 
(coj)V  annexed),  or  for  the  puri)ose  of  (here  the  object  of  the  journey 
should  be  fullv  stated). 

4.  The  notarial  or  jurat  fee  paid  should  be  charged  as  the  last  item 
on  a  traveling-ex[)ense  account,  but  need  not  be  dated.  No  such  fee 
will  be  allowed  unless  claimed  in  the  account  to  which  it  pertains.  It 
must  not  exceed  the  legal  rate  in  the  State  or  Territory  where  taken, 
and  nnist  be  administered  by  a  notary  or  some  other  officer  authorized 
to  administer  oaths  and  having  a  seal. 

5.  It  has  been  ruled  by  the  Treasury  Department  that  the  traveling- 
expense  vouchers,  though  required  to  l>e  made  in  duplicate,  constitute 
in  fact  but  one  account,  and  but  one  notarial  fee  will  l>e  allowed. 

().  Payment  of  fare  to  bond-aided  railroads  or  their  leased  or  oper- 
ated lines  is  forbidden  by  law.  Tn  traveling  by  such  roads  it  is  neces- 
sary to  use  transportation  requests  signed  by  the  Director.     (See 

section  07.) 

40.  Fiscal  Ykars  and  Quarters. 

1.  The  fiscal  year  of  the  Government  begins  on  tTuly  1  and  ends  on 
June  30.  It  is  divided  into  quarters,  July,  August,  and  September 
constituting  the  first  quarter,  the  next  three  months  the  second  quar- 
ter, and  so  on.  The  appropriation  for  each  fiscal  year  is  limited  to 
the  work  of  that  year,  and  therefore  no  voucher  should  involve  pay- 
ments belonging  to  the  Avork  of  more  than  one  fiscal  year. 

2.  When  a  contract  for  the  delivery  of  property  fails  to  be  fulfilled 
in  the  fiscal  year  in  which  it  is  made,  but  is  fulfilled  in  tiie  next,  pay- 
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ment  should  be  made  from  the  appropriation  for  the  former  fiscal 
year,  and  a  copy  of  the  contract,  ii  written,  should  accompany  the 
voucher.  If,  however,  the  contract  is  oral,  it  is  sufficient  to  state  that 
fact  in  the  bill.  For  example,  a  bill  for  a  desk  ordered  in  June  and 
delivered  in  July  may  read:  "  For  one  desk  (as  per  oral  agreement 
June  1,1892),  $15." 

47.   DiSBUBSEMENTS  FOB  PUBCHASEBS  AND  MISCELLANEOUS  EXPENSES. 

1.  Under  this  head  are  embraced  all  expenditures  whatever  except 
those  for  annual  and  monthly  services  and  traveling  expenses.  They 
include  the  disbursements  for  purchases,  rent,  storage,  freight,  ex- 
pressage,  services  by  the  day  or  job,  contract  work,  telegraph  and  tele- 
phone charges,  and  all  unclassified  expenditures. 

2.  Two  kinds  of  vouchers  are  used  lor  these  expenditures — the  main 
or  purchase  voucher  and  the  subvoucher.  Each  consists  of  a  bill  and 
a  receipt,  and  on  the  main  voucher  there  are,  in  addition,  a  certificate 
and  a  custodian's  certificate. 

3.  In  the  body  of  the  receipt  of  a  main  or  direct  purchase  voucher 
i«5  written  or  printed  the  name  of  the  person  who  pays  the  account. 
The  certificate  is  si^ed  by  the  person  who  actually  makes  the  pur- 
chase. The  custodian's  receipt  is  signed  by  the  custodian,  who 
thereby  becomes  responsible  for  the  property  purchased. 

4.  The  name  at  the  head  of  the  bill  must  be  literally  identical  with 
the  name  signed  to  the  receipt.  G.  TF.  Armstrong  and  George  W. 
Armstro7ig  are  not  identical.  Exception  is  made  only  when  the  re- 
ceipt is  signed  by  the  authorized  agent  of  a  corporation.  A  receipt 
from  the  XVestem  Union  Telegraph  Company  may  be  signed  by  John 
Day^  Operator^  or  by  Joseph  Smithy  Manager,,  and  in  that  case  the 
name  or  the  company  is  written  at  the  head  of  the  bill.  The  signa- 
ture Western  Union  Telegraph  Go,  is  not  admissible.  A  receipt  from 
the  Manti  Cooperative  Store  may  be  signed  by  the  manager  or  agent, 
with  the  name  of  the  corporation  at  the  head  of  the  bill.  But  from  a 
business  firm,  only  the  firm  signature  can  be  received.  The  signature 
John  Smithy  by  John  Doe^  or  John,  Smith,  per  />.,  or  Mrs.  Smith,  is 
not  admissible. 

5.  In  taking  a  receipt  from  a  person  who  can  not  write,  write  his 
name  and  have  him  affix  his  mark,  and  then  let  a  disinterested  per- 
son sign  as  witness. 

6.  Each  item  of  purchase  must  show  the  numl>er  of  units,  the 
kind  of  unit,  and  the  price  or  rate  per  unit,  as  well  as  the  total  cost. 
Thus  it  would  be  inadmissible  to  write  merely  "  hay,  $5,"  but  it  is 
necessary  to  state  the  weight  and  the  price  per  unit  of  weight.  If, 
however,  a  piece  of  work  is  done  as  a  "  job,  it  is  sufficient  to  state 
that  fact. 

7.  In  filling  the  receipt  to  subvouchers  there  should  be  written 
after  the  word  "  at "  the  name  of  the  place  where  the  payment  is 
made,  including  the  State  or  Territory.  If  the  payment  is  not  made 
in  a  town  the  name  of  the  nearest  town  should  be  written.  The 
dollars  and  cents  must  be  expressed  in  the  receipt  in  words  and  must 
agree  in  amount  with  the  total  indicated  by  the  bill. 

8.  Whenever  the  amount  of  the  payment  depends  upon  a  period 
of  time,  as  in  the  case  of  subsistence  or  forage  by  the  day,  storage, 
rent  of  DuUdings  or  material,  etc.,  the  limiting  dates  must  be  included. 
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48.  Telegrams. 

1.  The  telegraph  will  be  used  only  when  its  use  will  avoid  delay 
which  would  be  pre  judical  to  the  public  interest. 

2.  Care  shoula  be  taken  to  use  as  few  words  as  possible  consistent 
with  clearness. 

3.  The  proper  charge  for  an  official  telegram  has  changed  from 
time  to  time,  has  been  a  source  of  uncertainty  and  resulting  annoy- 
ance, and  has  given  rise  to  litigation  between  the  telegraph  compa- 
nies and  the  United  States.  By  law  and  the  consent  of  nearly  100 
telegraph  companies,  the  rates  properly  chargeable  by  these  com- 
panies are  fixed  annually  by  the  Postmaster-General. 

4.  Section  5266  of  the  Revised  Statutes  of  the  United  States  pro- 
vides that — 

Telegrams  between  the  several  Departments  of  the  Government  'and  their 
officers  and  agents,  In  their  transmission  over  the  lines  of  any  telegraph  com- 
pany to  which  has  been  given  the  right  of  way,  timber,  or  station  lauds  from 
the  public  domain,  shall  have  priority  over  all  other  business,  at  such  rates  as 
the  Postmaster-General  shall  annually  fix. 

5.  Pursuant  to  the  authoritv  vested  in  the  Postmaster-General  by 
the  act  of  Congress  entitled  An  act  to  aid  in  the  construction  of 
telegraph  lines,  and  to  secure  to  the  Government  the  use  of  the  same 
for  postal,  military,  and  other  purposes,"  approved  July  24,  1866, 
and  by  the  Revised  Statutes  of  the  United  States,  Title  LXV,  the 
rates  at  which  such  communications  as  the  said  statutes  prescril)e 
shall  be  sent  by  the  several  companies  within  the  effect  of  said 
statutes  are  fixed  as  follows  for  the  fiscal  year  beginning  July  1, 
1902,  and  terminating  June  30, 1903 : 

6.  For  day  messages  containing  not  more  than  20  words,  exculsive 
of  place  from  and  date,  20  cents,  not  exceeding  1,000  miles,  and  1 
cent  for  each  additional  word,  one  quarter  of  this  rate  to  be  added 
for  each  500.  miles  or  fraction  thereof,  but  no  rate  on  a  message  of 
20  words  to  be  more  than  40  cents,  nor  on  an  additional  word  more 
than  2  cents.  The  rate  between  all  points  in  any  State,  Territory, 
or  the  District  of  Columbia  shall  be  20  cents  for  20  words  and  1 
cent  for  each  additional  word.  In  cases  where  the  price  of  a  mes- 
sage, determined  as  herein  provided,  includes  a  fraction  of  a  cent, 
such  fraction,  if  less  than  one-half,  is  to  be  disregarded;  if  one- 
half  or  more,  it  is  to  be  counted  as  1  cent.  For  night  messages  not 
exceeding  20  words,  exclusive  of  place  from  and  date,  15  cents  for 
any  distance  within  2,000  miles,  and  for  greater  distances  25  cents;  in 
each  case  1  cent  for  each  additional  word. 

7.  Instead  of  computing  the  actual  distances  of  transmission,  the 
distance  for  payment  shall  in  all  cases  be  taken  absolutely  to  l>e 
the  number  of  miles  between  the  capital  of  the  State  or  Territory, 
or  from  the  city  of  Washington,  if  rrom  within  the  District  of  Co- 
luml)ia,  from  within  which  (whatever  the  place)  the  message  is  sent, 
and  the  capital  of  the  State  or  Territory,  or  the  city  of  Washington, 
if  within  the  District  of  Columbia,  within  which  (whatever  the 
j)lacej  the  message  is  received,  as  shown  in  the  book  of  "  Instruc- 
tions, '  wherein  such  distances  are  given  as  computed  upon  the  shortest 
practicable  route  between  such  capitals,  and  which  is  to  be  taken  as 
part  of  the  order  of  the  Postmaster-General. 
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8.  The  statutes  provide  that  telegrams  between  the  several  Depart- 
ments of  the  Government  and  their  officers  and  agents,  in  their  trans- 
mission over  the  lines  of  any  such  company^  shall  have  priority  over 
all  other  Business.  All  officers  of  the  United  States  sending  such 
telegrams  should  indorse  thereon  the  words  "  Official  business,"  and 
should  report  to  the  Postmaster-General  any  failure  to  transmit  them 
in  such  priority,  and  any  charge  made  in  excess  of  the  rates  above 
prescribed. 

9.  Each  company  will  be  allowed  to  charge  for  messages  received 
from  another  line  at  the  same  rate  as  if  received  from  the  Government 
direct  at  the  point  of  transfer  for  transmission  over  its  own  line. 

49.  Explanations. 

1.  The  approving  officer  should  scrutinize  his  vouchers  to  assure 
himself  that  thev  so  describe  each  transaction  that  it  will  be  readily 
understood  by  those  whose  duty  it  is  to  audit  it  at  the  central  office 
of  the  Survey  and  at  the  Treasury.  If  any  voucher  involves  items  of 
expenditure  which  do  not  prima  lacie  appear  germane  to  the  work,  or 
if  any  voucher  is  irregular  in  point  or  form,  he  should  explain  the 
circumstances,  either  by  a  note  attached  to  the  voucher  or,  preferably, 
by  a  memorandum  written  in  red  ink  upon  the  face  of  the  voucher. 
AVhen  items  are  not  understood  by  the  auditing  officers  it  is  their 
practice  to  ask  explanation,  and  it  is  in  every  way  desirable  that  all 
necessary  information  should  be  given  in  advance. 

2.  It  IS  not  proper  to  add  to  the  substance  of  a  receipt  after  it  has 
been  signed,  but  interlineations  in  red  ink  are  understood  to  be 
explanatory  merely,  and  are  admissible. 

50.  Settlement  of  Accounts  bt  Mail. 

1.  It  is  the  universal  custom  of  the  Government  in  the  settlement 
of  its  bills  to  require  the  signing  of  receipts  before  payment,  and  a 
failure  to  follow  this  custom  will  sometimes  lead  to  serious  embar- 
rassment. When  accounts  are  settled  by  mail,  vouchers  in  duplicate, 
properly  filled,  are  transmitted  to  the  creditor  for  signature,  and  upon 
their  return  a  check  is  sent  in  payment. 

61.  Rent  and  Stobaqe. 

1.  Offices  must  not  be  rented  without  the  authority  of  the  Secre- 
tary, and  specific  authority  and  instructions  are  necessary  for  their 

leasing. 

2.  Office  rent  and  storage  can  not  be  paid  in  advance,  but  prepay- 
ment of  post-office  box  rent  is  authorized  by  statute. 

52.   Ck)NTBACT8. 

1.  The  statute  regulations  affecting  contracts  on  behalf  of  the  Gov- 
ernment are  so  voluminous  that  no  attempt  is  here  made  to  quote 
them.  Written  contracts  on  behalf  of  the  Survey  will  not  be  made 
without  specific  authority  and  instructions  from  the  Director. 

2.  It  is  especially  to  be  observed  that  no  officer  of  the  Government 
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can  contract  for  the  use  of  public  funds  in  advance  of  their  appro- 
priation  by  Congress.     Section  3679  of  the  Revised  Statutes  reads : 

No  Department  of  the  Government  shall  exi)encl.  In  any  one  fiscal  year,  any 
sum  in  excess  of  appropriations  made  hy  Ckingress  for  that  fiscal  year,  or  Involve 
the  Government  in  any  contract  for  the  future  payment  of  money  in  excess  of 
such  appropriations. 

PROPERTY. 


53.   ClJLSSIFICATION  OF  EXPENDITUBES. 

1.  In  order  that  a  detailed  exhibit  may  be  presented  of  the  manner 
in  which  funds  appropriated  for  the  Geological  Survey  are  expended 
for  any  year  or  other  period  of  time,  the  following  classification  of 
expenditures  is  adopted.  This  classification  will  anord  useful  guid- 
ance in  rendering  property  accounts,  as  will  appear  in  subsequent 
pages. 

2.  Everv  expenditure  of  the  Survey  must  be  classed  with  some  one 
of  the  following  schedules,  but  it  is  not  assumed  that  the  particulars 
here  enumerated  include  every  item  that  will  arise.  Disbursing 
agents  will  have  to  be  guided  by  definitions  and  analogies  in  classify- 
ing expenditures  not  specifically  named. 

3.  Expenditures  by  the  Survev  are  classified  in  18  schedules.  These 
are  divided  into  two  groups,  the  first  consisting  of  those  by  which 
property  is  acquired,  the  second  of  those  by  which  property  is  not 
acquirea. 

54.    NONEXPENDIBLE  PROPKRTT. 

1.  Any  article  which  endures  in  service  or  which  when  applied  to 
use  does  not  become  part  of  another  article  otherwise  accounted  for 
shall  be  classinl  as  nonexpendable. 

2.  Schedule  A  includes  field  material,  such  as  the  following: 


Alforjas. 

Animals  (horses,  mules). 

Apnrejos. 

Apparatus,  flash  light. 

Awls. 

Axes. 

Bags,   leather  collecting, 

saddle,  etc. 
Balances,  spring. 
Basins. 
Beaters,  egg. 
Bells,  stock. 
Belts,  ammunition. 
Bits,  auger. 
Blankets,    saddle,    horse, 

pack. 
Blowpipes. 
Boards,    wash,    draw  nig, 

etc. 
Boilers. 
Bowls. 
Boxes,  cash,  lunch,  mess, 

photographic   negative, 

etc. 
Braces. 

Branding  irons. 
Bridles. 


Broilers. 

Buckets  (pails). 

Canoes. 

Cans,  oil. 

Canteens. 

Carving  sets. 

Cases,    drawing    boards, 

leather  map,  notebook, 

etc. 
Cellars,  salt. 
Chairs,  camp. 
Chisels. 
Cleavers. 
Clinch  cutters. 
Clinching  irons. 
Clippers. 
Clocks,  alarm. 
Cloths,  table. 
Coflfee  mills. 
Colanders. 
Combs,  curry. 
Cots. 

Covers,  pack. 
Cups,  tea,  coffee,  etc. 
Dipi)ers. 
I)i<lu^. 
Files. 


Filters. 

Flags. 

Flies,  tent 

Floors,  tent. 

Forks,  table,  basting,  etc. 

Funnels. 

( Gauges,  knife. 

Gauges,  wire. 

Graters. 

(i  rates. 

Guns. 

Halters. 

Hammers. 

Hammers,  shoeing. 

Harness. 

Hatchets. 

Hopples. 

Irons,  climbing. 

Jacks,  wagon. 

Jars. 

Jugs. 

Kettles. 

Knives. 

Knives,  shoeing. 

Lamps. 

Lanterns. 

Lap  robes. 
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Afattocks. 

Mortar  and  pestle. 

Oilstones. 

Openers,  can. 

Oven,  Dutch. 

Pails. 

Pans,    fry,    bread,    dish, 

stew,  etc. 
Picks. 
Pincers. 
Pins,  picket 
Pitcliers. 
Planes. 
IMates. 

Pliers,  cutting. 
Poles,  tent. 
Pots,  coflPee,  tea,  etc. 
Pulleys. 
Punches. 
Rakes. 


Rasps. 

Reflectors. 

Riveting  sets. 

Saddles,  pack,  riding. 

Saucers. 

Saws. 

Scales. 

Screw-drivers. 

Scythes. 

Shakers,  salt 

Shovels. 

Sieves. 

Skillets. 

Slickers. 

Soldering  outfit 

Spades. 

Spoons,     basting,    table, 

tea,  etc. 
Spurs. 
Stami>8,  rubber. 


Steamers,  cooking; 
Steelyards. 
Stencil  plates. 
Stools,  camp. 
Stoves. 
Tables. 
Tapelines. 
Tents. 
Tools. 
Tubs. 
Tumblers. 
Turners,  caka 
Vises. 

Wagons,      road      (buck- 
boards,  carts,  etc.). 
Washboards. 
Wire  cutters. 
Wrenches. 


3.  Schedule  B  includes  instruments  used  in  field  and  in  office,  such 
as  the  following: 


Alidades,  telescopic  and 
sight. 

Alt-azimuths. 

Anemometers. 

Barometers,  aneroid  and 
mercurial. 

Base  apparatus. 

Cameras  lucida. 

Chains. 

(Chronographs. 

Chronometers. 

Clinometers. 

Compasses,  beam,  box, 
clinometer,  dial,  dip, 
prismatic,  etc. 

Curves. 

Dividers,  plain,  propor- 
tional, spring,  etc. 

Glasses,  field  and  read- 
ing. 

Gradienters. 

Heliotropes. 

Horizons,  artificial. 

Instruments,  drawing. 


Lenses,  camera,  magnify- 
ing, etc. 

Levels,  engineers*,  hand, 
circular,  etc. 

Machines,  computing. 

Meters,  current 

Micrometers. 

Microscopes. 

Nllometers. 

Odometers. 

Pantographs. 

I»edometers. 

Pens,  bow,  ruling,  etc. 

Pins,  tally. 

Plane-table  boards. 

Plane-table  movements. 

Planimeters. 

Protractors. 

Psychometers. 

Range  finders. 

Recorders  or  registers. 

Rods,  leveling,  stadia, 
transit,  etc. 

Rules,  slide. 


Rulers,  parallel. 

Scales,  graduated,  trian- 
gular, etc. 

Section  liners. 

Sextants. 

Sounders. 

Spectroscopes. 

Splines. 

Squares,  T. 

Straightedges. 

Switchboards. 

Tapes,  cloth,  metallic, 
steel,  etc. 

Telescopes. 

Theodolites. 

Thermometers. 

Transits,  astronomic  and 
engineers*. 

Triangles. 

Watches. 


4.  Schedule  C  includes  all  office  furniture  and  movable  wall,  floor, 
or  window  fixtures. 

5.  Schedule  D  includes  all  books,  maps,  and  pamphlets. 

6.  Schedule  E  includes  all  drawing  instruments  for  field  or  office 
use. 

7.  Schedule  F  includes  all  apparatus  and  material  necessary  for 
photography  which  comes  within  the  general  definition  of  nonex- 
pendable property. 

8.  Schedule  G  includes  all  fixtures,  instruments,  and  apparatus 
necessary  for  chemical  analyses  and  physical  examination  of  minerals 
and  rocks. 

9.  Schedule  H  includes  all  apparatus,  tools,  machines,  and  fixtures 
needful  for  engraving  topographic  and  geologic  maps  and  texts. 
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55.  Expendable  Pbofebtt. 


1.  Any  article  which  is  perishable  or  which,  when  api>lied  to  official 
use,  is  consumed  or  is  made  an  essential  part  of  an  article  otherwise 
accounted  for  shall  be  classed  as  expendable. 

2.  Schedule  I  includes  general  supplies  and  repairs,  such  as  the 
following : 


Acid,  hydrochloric. 
Alcohol. 
'Ammunition. 
Apron,  wagon. 
Bags,  paper,  jute,  cotton. 
Bits,  bridle. 
Blocks,  neck. 
Bolts,  iron,  copper. 
Borax. 
Bottles. 
Bows,  wagon. 
Boxes,  packing. 
Brooms. 
Brushes. 
Buckles. 
Buckskin. 
Burlaps. 
Burners,  lamp. 
Cable,  wire. 
Candles. 
Canvas. 
Cement 
Chains. 

Chimneys,  lamp,  lantern. 
Cinches,  pack,  saddle. 
Clasps,  Iron. 
Cloth,  oil.   signal,  table, 

tracing,  etc. 
Cord. 

Collars,  liorso. 
Covers,  wagon. 
Crash,  kitchen. 
Cushions,  wa^on. 
Duck,  tent. 
Engraving  sni)plies. 
Forage  hay,  gruiu.  etc.). 
Fuel. 

Girths,  saddle. 
Globes,  lantern. 


<-. 


Glue. 

(Urease,  axle. 

Ilames. 

Handles,  ax.  hammer. 

Hasp  and  staple. 

Hinges. 

Hooks. 

Iodoform. 

Iron  (for  repairs). 

Laboratory  supplies. 

Laces. 

Lampblack. 

Lash,  whip. 

Latlgos. 

Lead. 

Leather. 

Lifters,  stove. 

Lines,  harness. 

Lumber. 

I^ye. 

Maps. 

Matches. 

Medicine. 

Mops. 

Nails. 

N(»odlofl,  harness. 

Oil.  coal,  harness,  wagon. 

Pads,  collar. 

Paint. 

Paper,  tracing,  wrapping, 

etc. 
Poarline. 

Pliotograpliic  supplies. 
l*ipe.  stove. 
Posts,  bench  mark. 
Powder,  blasting. 
Pumice. 
Rings. 
Rivets. 


Rope. 

Sacks,    grain,    specimen, 

etc. 
Salt,  stock,  table. 
Sapolio. 
Screws. 
Shoes,  horse. 
Snaps,  harness. 
Soap. 

Soda,  washing. 
Solder. 
Spikes. 
Sponges. 
Spreaders. 
Staples. 
Stationery. 
Stays. 

Steel  (for  repairs). 
Stirrups. 
Straps. 
Subsistence    (ration  list 

Schedule  J). 
Surcingles. 
Tablets,  bench-mark. 
Tacks. 
Tags. 
Thread. 
Tin. 

Towels,  disb. 
Traces. 
Turi>eutine. 
Tw^ine. 

Washers,  wagon. 
Wax. 
Whips. 
Wicks. 
Wire. 
Yoke,  breast. 


3.  Schedule  J.  Subsistence;  ration  list  (see  p.  — ). 

4.  Schedule  K.  Services. 

5.  Schedule  L.  Traveling  expenses,  inchidhig  expenditures  by  mem- 
bers or  employeas  traveling  under  specific  instructions. 

6.  Schedule  M.  Transportation,  including  expenditure  of  trans- 
portation of  men  or  property  by  contract,  drayage,  express,  freight, 
etc. 

7.  Schedule  N.  Illustrations  for  reports. 

8.  Schedule  ().  Office  rent. 

9.  Schedule  P.  Storage  and  pasturage. 

10.  Schedule  Q.  Correspondence,  including  post-office  box  rent, 
telegrams,  rent  or  use  of  telephones,  etc. 

11.  Schedule  R.  Bonded  railways,  including  transportation  of  mes- 
sages, persons,  or  property  over  the  same. 
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66.  Custodian B  or  Pbo^cbtt. 

1.  Custodians  of  property  are  persons  designated  by  the  Director 
to  have  charge  of  and  be  responsible  for  public  property.  Such 
property  is  issued  to  employees  of  the  Survey  for  public  use,  and 
they  account  for  the  same  on  signed  inventories  transmitted  to  the 
custodian.  The  recipient  of  the  property  thus  becomes  responsible 
for  it  until  it  is  returned  to  the  custodian. 

2.  Custodians  of  property  are  required  to  carry  upon  their  prop- 
erty returns  all  nonexpendable  articles  according  to  the  present 
method  of  itemized  statements,  and  reference  must  be  made  to  the 
vouchers  by  which  such  proixirty  was  acquired. 

3.  Expendable  property  will  not  be  carried  upon  the  property  re- 
turns of  custodians.  Officers  purchasing  expendable  pro|>erty  in  the 
field  will,  however,  be  responsible  therefor  to  the  custodian  of  prop- 
erty for  the  appropriate  division  or  section,  and  the  purchasing 
ofHcers  shall  at  tne  close  of  each  field  season,  or  at  least  once  in  six 
months,  make  certificates  to  the  effect  that  the  expendable  property 
acquired  by  vouchers  for  a  stated  period  has  been  properly  ex- 
pended for  official  use  or  is  available  and  stored  under  stated  con- 
ditions. Printed  forms  of  property  returns  are  provided  for  the 
quarterly  rendering  of  such  statements. 

D7.  Custodian  oe  iNaxRUUENTS. 

1,  All  instrument*  for  field  and  office  use  are  in  the  custody  of  a 
custodian  of  instruments,  who  issues  them  to  the  employees  of  the 
Survey,  taking  receipts  therefor.  AH  instruments  purchased  must 
be  transferred  to  his  custody.  He  is  required  to  keep  an  account  of 
all  instruments  in  his  possession. 

2.  Instruments  not  in  continuous  use,  year  after  year,  must  be  re- 
turned to  the  custodian. 

08.   ORIQIR    of   ACCOUNTABll.lTT. 

1.  The  certificate  of  a  custodian  of  property  is  required  upon  each  . 
purchase  voucher,  and  by  signing  (his  certificate  he  becomes  responsi- 
ble for  the  property  acquired  by  the  purchase.  All  accountability 
for  property  purchased  by  the  Survey  originates  in  this  way,  and  in 
this  way  each  article  purchased  becomes  chargeable  to  some  cus- 
todian. The  custodian  is  also  accountable  for  property  obtained  by 
requisition  from  the  Department  of  the  Interior. 

6t).  Invoices  and  necEipra. 


1.  Whenever  Survey  properly  is  iransferre<l  from  the  charge  of 
one  custodian  to  another  the  transfer  is  recorded  by  means  of  in- 
voices and  receipts.  The  custodian  parting  with  the  property  signs 
an  invoice  in  duplicate  and  gives  it  to  the  custodian  receiving  the 
property.  The  receiving  custodian  gives  in  return  a  receipt  in  dupli- 
cate, signed  by  himself. 

60.  Lost  Pbopertt. 

1,  In  the  conduct  of  field  operations  it  sometimes  occurs  that  prop- 
erty is  lost  or  destroyed  under  circumstances  nut  involving  negligence 
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on  the  part  either  of  the  employee  or  of  the  custodian.  It  is  proper 
that  in  such  cases  the  custodian  should  be  relieved  of  accountability. 
But  it  is  required  that  affidavit  be  made  to  the  circumstances.  For 
this  purpose  a  blank  is  provided,  of  which  the  following  is  an 
example : 

United  States  Geological  Survey. 

Oswego,  Kans.,  April  26,  1892, 

Personally  appeared  before  me.  the  undersigned,  a  notary  public  toithin  and 
for  Labette  County,  KafUf.,  John  Doe,  who  deposes  and  says  that  on  the  Slst  day 
of  March,  1892,  one  horse,  the  proiwrty  of  the  United  States  Geological  Survey, 
teas  killed,  under  the  following  circumstances:  The  horse  teas  found  in  his  stall 
with  one  leg  broken  and  was  killed,  the  injury  being  of  such  a  nature  as  to 
render  him  unfit  for  further  service. 

And  he  further  deposes  ariU  says  that  said  accident  was  not  the  result  of  eare- 
lessness/  neglect,  or  disobedience  of  orders,  and  that  no  blame  can  be  attached 
either  to  Richard  Roe,  custodian,  who  is  responsible  for  said  property,  or  to  any 
person  in  whose  charge  the  above  horse  was  at  ttife  time  said  accident  occurred. 

JOHN  DOE. 

Sworn  to  and  subscribed  on  this  26th  day  of  April.  1892. 

In  testimony  whereof  I  have  hereunto  set  my  hand. 

E.  D.  KIWEY,  Notary  Public. 

2.  When  public  property  has  been  lost  or  stolen,  without  negligence 
on  the  part  of  the  user,  reasonable  charges  for  the  recovery  of  such 
property  are  allowable. 

61.  Returns  of  Property. 

1.  Each  custodian  is  required  to  make  a  quarterly  report  of  the 
property  for  which  he  is  accountable.  This  report  is  called  a  "  return 
of  property,"  and  it  is  essentially  a  ledger  account  with  each  kind 
of  property  in  his  custody.  A  printed  form  is  prepared  for  this 
purpose. 

2.  Property  is  ac(]uirod  by  purchase  and  by  transfer.  It  is  parted 
with  by  transfer,  by  expondilnre,  bv  loss  certified  by  affidavit,  and 
by  authority  of  the  Director  to  sell  at  auction  or  drop,  for  all  of 
which  special  forms  are  provided. 

3.  Public  property  must  not  be  sold,  except  at  public  auction  with 
the  written  authority  of  the  Director. 

4.  When  articles  classed  as  nonexpendable  have  by  use  become 
so  worn  or  injured  as  to  be  unserviceable,  authority  may  be  granted 
to  sell  or  drop  them.  Each  custodian  should  submit  to  the  Director, 
from  time  to  time,  upon  an  inspection  report,  a  list  of  the  unserviceable 
articles  in  his  hands,  and  the  Director  will,  if  he  deems  it  proper, 
authorize  them  to  be  dropped  from  the  returns  of  property  or  sold  at 
public  auction.  Such  authorizations,  or  copies  thereof,  are  filed  with 
the  return  of  property. 

5.  It  sometimes  occurs  that  the  property  in  the  hands  of  a  custodian 
is  neither  increased  nor  diminished  during  an  entire  quarter.  In  such 
case  he  is  not  required  to  prepare  a  fonnal  return  of  property,  but 
should  transmit  to  the  Direct>()r  a  letter  stilting  the  fact,  to  be  filed 
wnth  his  property  returns,  in  order  that  the  history  of  his  accounta- 
bility may  be  kept  complete. 

02.  The  Sxtrvey  Ration. 

1.  A  ration  is  the  food  estimated  to  be  necessary  to  subsist  one  man 
one  day.    To  facilitate  the  field  work  of  the  Geological  Survey  its 
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parties  in  camp  may  purchase  at  the  expense  of  the  Geological  Sur- 
vey the  rations  described  below.  The  amounts  of  the  various  articles 
in  the  ration  are  designed  to  be  sufficiently  liberal  for  all  circum- 
stances and  must  not  be  exceeded.  This  ration  allowance  is  neither 
an  emolument  nor  a  perquisite,  but  is  a  provision  for  facilitating  the 
field  work  of  camping  parties. 

2.   The  Survey  ration  is  made  up  of  the  following  articles  and 
amounts: 

Schedule  J. — Ration  list. 


No. 


1 

2 

3 

4 

5 

G 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 


Article. 


Fresh  meat,  ineliui  ng  fish,  poultry,  and  cggsa 

Cured  meat,  canned  meat,  or  cheese  b 

Lard. 


Unit, 


Pounds. 

do.. 

do.. 


Flour,  bread,  or  crackers do . 


Commeal,  cereals,  macaroni,  sago,  or  comslaroh, 
Baking  powder  or  yeast  cakes. 
Sugar. 


iuga 
iolai 


.do. 
.do. 
.do. 


Molasses. i  Gallons . . 

Coflfec. Pounds. . , 

Tea,  chocolate,  or  cocoa do 

Milk,  condensed <: i  Cans 

Butter. Pounds. . , 

Dried  f rait <* do 

Rice  or  beans \ do 

Potatoes  or  other  fresh  vegetables* do 

Canned  v^^tables  or  fruit Cans 

Spices Ounces 


Flavoring  extracts. 
Pepper  or  mustard . 

Pickles , 

Vinegar.. 


do. 

do. 

Quarts 

do. 

Salt Pounds 


100 
rations. 


100 

50 

15 

80 

15 

5 

40 

1 

12 

2 

10 

10 

20 

20 

100 

30 

4 

4 

8 

3 

1 

4 


200 
rations. 


200 

100 

30 

160 

30 

10 

80 

2 

24 

4 

20 

20 

40 

40 

200 

60 

8 

8 

16 

6 

2 

8 


o  Eggs  may  be  substituted  for  fresh  meat  in  the  ratio  of  8  eggs  for  1  pound  of  mi-ut. 

fr  Fresh  meat  and  cured  meat  may  be  interchanged  on  the  basis  of  5  pounds  of  fresh  for  2  pounds  of 
cared. 

e  Fresh  milk  may  be  substituted  for  condensed  milk  in  the  ratio  of  5  quarts  of  fresh  for  one  can  of 
condensed. 

d  Fresh  frait  may  be  substituted  for  dried  fmit  in  the  ratio  of  5  pounds  of  fresh  for  1  pound  of  dried. 

«  Dried  vegetables  may  be  substituted  for  fresh  vegetables  in  the  ratio  of  3  pounds  of  fresh  for  1  pound 
of  dri^. 

63.  Accountability  of  Empix)yees. 

1.  Custodians  intrusting  property  to  employees  will  hold  them 
strictly  accountable  for  it.  In  case  of  loss  or  injury  to  property 
through  neglect  they  will  insist  on  restitution,  by  having  the  lost  or 
injured  article  replaced  or  repaired.  A  fine  of  the  money  value  is 
not  admissible. 

64.  Storage  and  Care  of  Animals. 

« 

1.  Field  material  will,  as  a  rule,  be  stored  during  periods  of  disuse 
in  branch  offices  or  at  other  convenient  points  near  the  fields  of  work. 
Receipts  must  be  taken  for  all  material  put  in  storage.  Similar  regu- 
lations hold  respecting  Survey  animals  during  periods  of  disuse. 
Suitable  forms  of  agreement  are  provided  for  this  purpose. 

65.  The  Survey  Brand. 


1.  All  Survey  animals  should  be  hoof-branded  with  the  letters 
"  U.  S."  and  a  recorded  iiuniber,  in  addition  to  which  the  use  of  the 
body  brand  may  be  continued.  Similarly  all  Survey  property  should 
be  marked  "  U.  S.  G.  S." 
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BOND-AIDED  RAILROADS. 

66.  Monet  Payments  Prohibited. 

1.  There  are  certain  railroad  companies  which  are  indebted  to 
the  Government  and  which  are  required  by  law  to  transport  the 
employees,  property,  and  telegrams  of  the  Government  without 
receivmg  direct  money  payments.  The  value  of  the  transportation 
furnished  is  credited  to  them,  in  whole  or  in  part,  upon  account 
In  dealing  with  these  roads,  which  are  ordinarily  called  "  bonded  " 
roads,  the  Geological  Survey  is  not  permitted  to  pay  them  for 
services  rendered,  but  is  required  to  certify  to  the  rendering  of  the 
services,  and  is  ultimately  called  upon  to  make  settlement  therefor 
at  the  Treasury  Department. 

2.  Each  account  for  transportation  is  ultimately  subtracted  from 
the  appropriation  for  the  Geological  Survey,  and  each  account  is 
chargeable  to  some  allotment.  In  order,  therefore,  that  the  appro- 
priation shall  not  be  overdrawn  and  a  deficiency  incurred,  it  is 
essential  that  each  transportation  account  be  charged,  by  the  dis- 
bursing agent  under  whose  purview  it  falls,  to  the  allotment  to 
which  it  properly  pertains.  In  the  case  of  transportation  of  persons 
the  exact  amount  of  the  account  can  be  ascertained  at  the  time  the 
transportation  is  furnished.  In  the  case  of  freight  it  is  usually 
necessary  to  make  an  estimate. 

3.  The  following  is  a  complete  list  of  bond-aided  railroads: 

Miles. 
Cenntral  Pacific  Railroad  (operated  by  Southern  Pacific  Company) — 

From  Ogden  Station,  Ogden,  Utah,  to  Sacramento,  Cal 742.61 

From  Brighton,  Cal.,  to  Nlles,  Cal 103.83 

From  Niles,  Cal.,  to  San  Jose,  Cal 17.54 

Missouri    Pacific   Railway    Company    (Ceutral    lirauch    Railway    Com- 
pany)— 
From  Atchison,  Kans.,  to  Watervllle,  Kans 100.00 

4.  Over  land-grant  roads  (see  par.  3,  sec.  08)  payment  may  be 
made  for  persons;  for  freight  half -rates  are  permitted,  but  it  is  better 
to  make  no  cash  payments. 

C7.  Transportation  of  Persons. 

1.  Members  and  employees  of  the  Geological  Survey  traveling 
under  official  orders  obtain  transportation  over  bond-aided  rail- 
roads by  presenting  transportation  req[uests,  which  accomplish  the 
double  purpose  of  authorizing  and  requiring  the  railroads  to  furnish 
the  transportation  and  of  certifying  that  the  transportation  has  been 
furnishecl. 

2.  These  requests,  signed  in  blank  by  the  Director,  are  issued  to 
those  officers  of  the  Survey  who  are  authorized  in  the  prosecution 
of  field  work  to  transport  their  employees.  They  are  bound  in 
series  of  ten,  and  each  of  the  boolcs  thus  formed  is  accompanied  by 
instructions  for  its  use. 

3.  A  separate  request  is  necessary  for  each  bond-aided  road  in 
the  line  of  the  journey. 

4.  The  person  transported  fills  out  and  signs  the  certificate  below 
the  request.    When  he  is  accompanied  by  othei-s,  their  names  should 
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be  given.  It  is  customary  to  present  requests  to  ticket  agents  and 
receive  tickets  in  exchange,  but  under  some  circumstances  they  may 
be  presented  to  conductors. 

68.  Transportation  of  Property. 

1.  In  the  transportation  of  persons  payment  is  usually  made  in 
cash  for  all  parts  of  the  journey  which  are  not  upon  bond-aided  rail- 
roads,  but  in  tiie  traniportation  of  property  ^y  freight  this  is 
impracticable.  Whenever  any  part  of  the  route  to  be  traversed  by 
property  is  over  a  bond-aided  or  land-grant  railroad,  the  charges 
for  the  entire  distance  are  made  a  matter  of  account.  The  business 
is  somewhat  complicated,  and  as  a  means  of  simplification  special 
bills  of  lading  in  duplicate  are  provided  and  the  form  and  directions 
on  these  show  the  mode  of  procedure. 

2.  Employees  of  the  Survey  who  have  shipments  of  freight  to 
make  over  bond-aided  or  land-grant  railroads,  or  who  desire  to 
use  the  Survey  bills  of  lading  in  shipping  over  other  roads,  should, 
as  far  as  practicable,  communicate  with  their  administrative  chiefs, 
to  the  end  that  the  shipment  may  be  arranged  through  them,  thus 
insuring  the  proper  procedure. 

3.  In  making  such  shipments  Survey  employees  are  directed  to 
consult  carefully  the  Regulations  Governing  Military  Transporta- 
tion over  Land  Grant  and  Bonded  Railroads,  with  copies  of  which 
thev  will  be  provided.  This  contains  a  full  list  of  such  railroads, 
and  especial  care  must  be  exercised  not  to  make  cash  payment  for 
freight  shipments  over  bond-aided  or  land-grant  railroads. 

4.  To  avoid,  so  far  as  practicable,  the  complications  incident  to 
such  shipments,  they  may,  whenever  convenient,  be  made  on  requisi- 
tion through  the  Quartermaster's  Department  of  the  Army. 

5.  In  preparing  freight  for  shipment  it  should  be  securely  packed, 
and  each  package  should  be  marked  with  its  address.  The  address 
on  l)oxes  shoula  be  marked  in  paint  or  ink  directly  on  the  cover, 
in  addition  to  being  written  on  a  card  specially  provided  for  the 
purpose.  Besides  the  address  there  should  be  written  the  words 
"  Public  property." 

6.  Considerable  delay  and  inconvenience  are  sometimes  occasioned 
by  this  procedure,  ana  the  assistants  of  the  Survey  should  bear  in 
mind  that  these  may  be  avoided  if  goods  are  sent  by  express  instead 
of  by  freight.  The  judgment  of  the  assistant  will  need  to  be  ex- 
ercised in  each  individual  case  to  determine  which  method  of  ship- 
ping is  the  more  economical  for  the  Government. 


INTRODUCn< 

On  March  3,  1-900,  a  series  of  instru 
the  topographic  branch  of  the  Geologi 
published  in  pamphlet  form.  .  The  ext 
by  those  engaged  in  topographic  work 
edition  and  seemed  to  justify  its  enlar^ 
the  field  and  office  work  of  the  Survey 
now  published  have  been  adopted  afte 
sideration,  so  that  they  may  be  regarded 
best  information  on  the  various  subjec 
carefully  studied  by  the  members  of  the  « 
compliance  with  all  the  provisions  is  exp 
are  supplementary  to  the  manual  of  " 
1903. 

GENERAL  IN8TRUC1 

1.  General  Organize 

1.  The  general  organization  of  the  Ge 
the  following  table,  showing  the  difFere 
sections,  and  indicating  to  whom  the  chi 
and  sections  report: 


»  » 

Branch. 
•I 


Division. 


[C  o  r  r  e 
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Branch. 


Geologic. 


Topographic. 


Hydrographic. 


Division. 


Geology  and  paleontol- 
ogy. 


Mining  and  mineral  re- 
sources. 

Physics  and  chemistry . 


Topograhpy 

Geography  and  forest  rj* 
Hydrography 

Hydrology 

Reclamation  Service . . . 


Section. 


Areal  geology. 


Pleistocene  geology 

Pre  -  Cambrian      and 

metamorphic  geology. 

Petrology 

Economic    geology    of 

metalliferous  ores. 
Economic    geology    of 

nonmetalliferous 

minerals. 
Paleontology 


Physics. 


Chemistry 

.\tiantic 

Central 

Uoclc  V  Mountain 

Pacific 

Trianguiation  and  com- 
puting. 


Chief  of  division  or 
tlon  reports  to — 


in     charge 


)  Eastern 

I  Western 

I  Eastern 

i  Western 

16  arid  States  and  Ter- 
ritories. 


Geologist 
geology. 
Do. 
Do. 

Do. 
Do. 

Do. 


Do. 
Director. 

Geologist     in     charg« 
physics  and  chemistry. 

Director. 

Do. 

Do. 

Do. 
Topographic  committee. 

Director. 
Ilydrographer. 

Do. 

Do. 

Do. 
Chief  engineer. 


2.  Correspondence. 

1.  Letters  prepared  for  the  signature  of  the  Director  or  the  chief 
clerk  should  be  initialed  as  follows:  In  the  upper  left-hand  corner 
the  typewritten  initials  of  the  division  or  section  chief  to  whom  the 
reply  should  be  referred;  in  the  upper  right-hand  corner  the  type- 
written initials  of  the  pci-son  doing  the  tvpew^riting;  at  the  end  oi  the 
letter,  to  the  left  and  below  the  signature  of  the  Director  or  chief 
clerk,  the  pen-written  initials  of  the  chief  of  the  division  or  section 
in  which  the  letter  originates;  if  the  letter  is  prepared  by  some  one 
designated  by  the  chief,  the  former's  pen-written  initials  should 
appear  just  below  those  of  the  chief. 

2.  For  official  correspondence  the  address  should  be  "  Sir : ", 
"  Sirs:  ",  or  "  Madam :  ",  as  the  case  may  be,  and  the  signature  should 
be  preceded  by  "  Very  respectfully,". 

3.  When  letters  are  rexerred  they  should  receive  prompt  action; 
if  a  reply  is  required  it  should  be  drafted  and  sent  to  the  Director 
or  chief  clerk  for  signature  without  any  unnecessary  delay.  If  letters 
have  a  subreference  they  should  be  returned  immediately  after  action 
through  the  official  to  whom  they  ^ve^e  originally  referred. 

4.  Kef  erred  letters  pertaining  to  the  business  of  the  administrative 
branch  will  be  returned  to  the  section  of  correi?pondence  and  records 
for  recording  and  filing.  I^etters  referred  to  chiefs  of  divisions  or 
sections  in  other  branches  will  be  recorded  and  filed  in  those  divi- 
sions or  sections;  they  will  be  recorded  in  the  section  of  correspond- 
ence before  they  are  referred. 

5.  Ijetters  for  the  Director's  signature  must  reach  him  not  later  than 
2  o'clock  p.  m. ;  they  should  therefore  be  received  by  the  chief  clerk 
not  later  than  1.45;  otherwise,  unless  especially  urgent,  they  will  not 
be  signed  until  the  next  day,  and  should  be  dated  accordingly. 

6.  Material  for  the  National  Museum,  Smithsonian  Institution,  or 
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for  employees  of  the  Survey  located  therein,  to  be  transmitted  bv  the 
wagon  or  otherwise,  must  be  accompanied  by  an  explanatory  letter 
or  a  memorandum  and  pass  through  the  chief  clerk. 

7.  Field  men,  whether  regularly  or  temporarily  employed,  should 
confine  their  official  correspondence  to  matters  relating  to  the  work 
immediately  in  hand.  All  general  inquiries  or  communications 
should  be  referred  to  the  Washington  office.  It  is  not  expected  that 
employees  of  the  Survey,  whether  in  the  office  or  in  the  field,  will 
attempt  to  diffuse  information  obtained;  on  the  contrary,  it  must 
be  borne  in  mind  that  the  information  is  obtained  for  publication  or 
for  communication  only  to  their  official  superiors. 

3.   LiBRABT. 

1.  No  publication  can  be  drawn  from  the  library  until  a  receipt  for 
it  has  been  si^ed. 

2.  The  period  during  which  publications  may  be  retained  is  vari- 
able and  depends  upon  the  exigencies  of  each  case.  They  should  be 
returned  as  soon  as  the  immediate  requirements  are  met  and  should 
not  be  kept  for  possible  future  reference. 

3.  Cyclopedias,  atlases,  and  other  books  of  reference  can  not  be 
drawn  from  the  library. 

4.  Publications  belon^ng  to  the  library  must  not  be  taken  out  of 
the  District  of  Columbia  except  by  permission  of  the  librarian.  In 
case  permission  is  granted,  the  publications  should  be  consulted  and 
returned  to  the  librarian  as  soon  as  possible. 

5.  Before  leaving  the  city  for  an  extended  absence  every  person 
should  return  all  publications  in  his  possession  which  belong  to  the 
library. 

4.  Manuscript  and  Proof. 

1.  Typewritten  manuscript,  carefully  revised  by  the  author,  makes 
the  best  "  copy."  The  sheets  should  be  of  uniform  size  and  the 
writing  should  be  on  only  one  side  of  the  sheet. 

2.  Authors  should  provide  their  papers  with  a  series  of  concise  and 
well-graded  headings.  To  every  manuscript  should  be  prefixed  a 
complete  table  of  contents,  and,  if  the  paper  is  to  be  illustrated,  a 
list  of  illustrations  (the  latter  in  duplicate,  one  copy  for  the  editor 
and  one  for  the  chief  of  the  section  of  illustrations).  The  table  of 
contents  should  consist  of  the  headings  appearing  throughout  the 
paper  and  the  relative  rank  of  the  headings  should  be  carefully  in- 
dicated in  the  contents  by  indention.  The  list  of  illustrations  should 
not  consist  of  full  descriptions,  but  of  brief  titles;  complete  titles  and 
descriptions  should  be  inserted  in  the  manuscript  at  the  proper  places. 
The  author  should  classify  his  illustrations  into  "juates"  (with 
roman  numbers)  and  text  "  figures "  (with  arabic  numbers)  ;  but 
whether  an  illustration  can,  all  things  considered,  be  better  treated 
as  a  plate  or  as  a  text  figure  must  be  determined  finally  in  the  office  of 
the  Survey.  After  classifying  them  into  the  two  groups  he  should 
arrange  and  number  each  group  in  the  order  in  which  the  illustra- 
tions are  to  appear  in  the  paper  and  should  note  on  the  list,  by  pages 
of  manuscript,  where  he  desires  the  illustrations  to  be  placed.  At 
the  appropriate  place  or  places  in  the  text  reference  should  be  made 
to  every  illustration  by  its  number.    Failure  on  the  part  of  aa  author 


GEOLOGIOAI.  SURVEY.  289 

to  observe  these  simple  rules  relating  to  the  table  of  contents  and  the 
illustrations  may  result  in  doubt  concerning  the  relative  rank  he  in- 
tends the  various  sections  of  the  paper  to  hold,  or  concerning  the 
proper  location  or  order  of  some  oi  the  illustrations. 

3.  Responsibility  for  the  accuracy  of  references  and  quotations 
must  rest  upon  the  author;  they  will  not,  in  general,  be  verified  in 
the  editorial  section  of  the  Survey.  In  repriuting  extracts  the  pre- 
cise orthography,  the  punctuation,  and  the  grammatical  errors  of 
the  original  are  not  to  be  preserved  at  the  cost  of  clearness  and  con- 
sistency, except  in  the  case  (1^  of  extracts  in  which  quaintness  of 
form  is  intentionally  preservea,  and  (2)  of  citations  in  discussions 
of  a  controversial  character. 

4.  Titles  of  books  and  papers  cited  should  be  put  in  footnotes,  not 
in  the  text.  A  series  of  publications  like  those  of  the  Geological 
Survey  should  exhibit  uniformity  in  footnotes,  as  well  as  in  other 
typographic  details,  and  therefore  authors  should  give  careful  atten- 
tion to  the  form  as  well  as  the  accuracy  of  footnotes.  Below  are 
examples  showing  the  abbreviations,  capitalization,  and  order  of 
items  which  have  oeen  adopted  by  the  Survey  for  footnotes.  Authors 
are  requested  to  follow  these,  and  to  treat  other  cases  analogously, 
in  papers  written  for  publication  by  the  Survey. 

Van  Hise,  C.  R..  The  iron-ore  deposits  of  the  Lake  Superior  region :  Twenty- 
first  Ann.  Rept.  U.  S.  Geol.  Survey,  pt.  3,  1901,  p.  318. 

Dutton.  C.  E.,  Tertiary  history  of  the  Grand  Canyon  district:  Mon.  U.  S. 
Geol.  Survey,  vol.  2,  1882,  p.  63. 

Diller,  J.  S.,  and  Patton,  H.  B.,  The  geology  and  petrography  of  Crater  lialie 
National  Park :  Prof.  Paper  U.  S.  Geol.  Survey  No.  3,  1902,  p.  26. 

Peale,  A.  C,  Mineral  springs  of  the  United  States :  Bull.  U.  S.  Geol.  Survey 
No.  32,  1886,  p.  20. 

Wilson,  H.  M.,  Pumping  water  for  irrigation :  Water-Sup.  and  Irr.  Paper  No. 
1,  U.  S.  Geol.  Survey,  1896,  p.  55. 

Weeks,  J.  D.,  The  manufacture  of  coke:  Mineral  Resources  U.  S.  for  1886, 
U.  S.  Geol.  Survey,  1887,  p.  104. 

Alden,  W.  C,  Description  of  the  Chicago  district :  Geologic  Athis  U.  S.,  folio 
81,  U.  S.  Geol.  Survey,  1902,  p.  2. 

Dana,  J.  D.,  Volcanic  eruptions  of  Hawaii:  Am.  Jour.  Sci.,  2d  s©r.,  vol.  10, 
1850,  p.  235. 

Gueyniard,  B.,  M6moire  sur  le  platine  des  Alpes:  Bull.  Soc.  g6ol.  France,  2d 
ser.,  vol.  12,  1855,  p.  429. 

Polls,  A.,  Ueber  aromatische  Bleiverbindungen :  Ber.  Deutsch.  chem.  Gesell., 
20  Jahrgang.  No.  18,  1887,  p.  3331. 

Am.  Geologist 

▲m.  Naturalist 

Bull.  Dept  Geol.  Univ.  California. 

Bull.  Geol.  Soc.  America. 

Bull.  Mus.  Comp.  Zool.  Harvard  Coll. 

Bull.  Philos.  Soc.  Washington. 

Jahrbu(*h  K.-k  geol.  Reichsanstalt 

Jour.  Geol. 

Nat.  Geog.  Mag. 

U.  S.  Geog.  Surv.  W.  100th  Mer. 

U.  S.  Geog.  and  Geol.  Surv.  Rocky  Mt.  Region. 

U.  S.  Geol.  and  Geog.  Surv.  Terr. 

U.  S.  Geol.  Bxplor.  40th  Par. 

Zeltschr.  anal.  Chemie. 

5.  In  the  spelling  of  geographic  names  preference  should  be  given 
as  follows:  Decisions  of  the  United  States  Board  on  Geographic 
Names,  Gkological  Survey  atlas  sheets    (latest  editions),  Century 

8.  Doc.  396, 59-2,  pt  2 19 


290        RULES   AND   REGUIjATIONS,  DEPABTMEN??  OP   INTERIOR. 


Atlas  of  the  World  and  Century  Cyclopedia  of  Names,  Lippincott's 
Gazetteer  of  the  World,  Rand,  McNally  &  Co.'s  Atlas. 

6.  Use  the  hyphen  in  specific  rock  names — ^i.  e.,  the  names  of  defi- 
nite rock  types;  but  when  the  first  word  has  an  adjective  sense,  and 
the  meaning  would  not  be  chanced  if  an  adjectiv'e  were  used  (e.  g., 
clay  slate= argillaceous  slate),  tne  words  should  not  be  joined.  Ex- 
amples: mica-schist,  hornblende-gneiss,  tuff-breccia;  (but)  andesite 
breccia,  greenstone  conglomerate,  sand  rock. 

7.  Every  table  should  have  a  concise  heading. 

8.  In  mentioning:  authoi*s  or  other  peiNons  concerning  whose  iden- 
tity there  is  possibility  of  doubt,  a  writer  should  give,  along  with  the 
surname  the  initials;  they  may  be  needed  by  the  indexer  at  least. 

9.  In  what  is  known  as  printer's  or  publisher's  "  style  "  (spelling, 
abbreviation,  capitalization,  etc.)  the  preferences  of  authoi*s  are  ex- 
tremely diverse  and  must  be  largely  disregarded  for  the  sake  of  sys- 
tem and  symmetry  in  the  publications  of  the  Survey.  The  law  make>5 
it  the  duty  of  the  Public  Printer  to  determine  the  forms  and  style  of 
the  public  printing  and  binding,  and  therefore  the  Survey  confonns, 
with  few  exceptions,  to  the  rules  laid  down  in  the  Manual  of  Style 
Governing  Composition  and  Proof  Reading  in  the  Government 
Printing  Oflice,  copies  of  which  authors  and  typewriters  can  obtain 
through  the  editor  of  the  Survey.  A  few  of  these  rules,  with  slight 
changes,  are  here  given : 

Follow  Webster's  International  Dictionary  In  spelling,  couipouudtiig,  etc 
Obsen'e,  however,  the  form  of  the  following  words ; 


acre-foot 

aiuniinum 

arrastre 

asbestos 

backward 

badlands 

base-level 

can  not 

canyon 

cerussite 

clue 

court-house 

cross  section 

debris 

downward 

draft 


employee 
eollan 
esker 

farther  (distance) 
forward 

further  (other  than  dis- 
tance) 
page 

Gaster(»iM)da 
groundniass 
head-gate 
headwaters 
horsepower 
Jones's  ( possessive) 
laccolitli 


perllte 

poikilitio 

post-office 

I^rofessor  (with  surname 

only) 
Prof,  (with  full  name) 
reconnaissiince 
second-foot 
upward 
volcanism 
vug 

wasteway 
watercourse 
waterworks 
5  by  (not  x)  10  inches. 


Follow  Postal-Onide  contractions  for  States  and  Territories  ( excel >t  Oregon, 
for  which  use  Or*-;;. )  after  names  of  i)v)st-otn(es.  counties,  forts,  barracks, 
arsenals,  navy-yards,  naval  stations,  military  or  Indian  reservations,  and  Indian 
agencies. 

Capitaiize  "river."  "bay,"  "cape."  "harbor,"  "mount,"  "island,"  etc.  (sin- 
gular form  only),  when  usimI  with  tlu*  proper  name. 

Cai)italize  "state"  and  "  tcrrit(»ry. '  both  singular  and  plural,  when  referring; 
to  administrative  divisions:  also  "county"  and  "township"  (singular  form 
only)  when  used  with  the  proi)er  name. 

Distances,  weights,  nicnsiu'es,  dimensions,  and  iiercentages  should  be  put  hi 
figures.  For  fuller  instructions  regarding  use  of  figures  see  the  Manual  of 
Style. 

Compound  adjectives  take  the  hyplien :  A  2-foot  rule,  10-hor8eiK)wer  engine. 
16-can(llepower  light.  r»-lum(lredw<»ight  load.  many-(»olored  coat,  light-armed 
soldier,  asked-for  oi)ini<m,  fine-grained  wood,  light-^een  color,  etc. 

The  words  "well."  "so,"  and  "ill"  will  Ih^  used  as  follows:  He  Is  an  111- 
tempereil  man:  he  is  very  ill  tempered.  Well-meant  intentions;  his  intentions 
are  well  meant    llis  so-called  poem  ;  his  i>oem  (so  called)  is,  etc.     But  generally 
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adverbs  are  not  compounded  with  adjectives  which  they  qualify :  A  divinely 
inspired  book ;  a  finely  modeled  statute ;  a  nicely  kept  lawn. 

"  St/*  will  be  used  for  Saint  but  Fort  and  Mount  will  not  be  abbreviated. 

Abbreviate  section,  township,  range,  etc.,  thus :  SE.  i  sec.  5.  T.  9  N.,  R.  2  E. 

Italicize  names  of  genera  and  species  (not  higher  groups),  except  in  tables 
and  indexes.  Words  and  phrases  in  foreign  languages  will  be  printed  in 
roman. 

10.  Galley  proof  will  be  submitted  to  the  author;  also  the  page 
proof  when  practicable.  A  Department  re^ilation  requires  of  au- 
thors well-prepared  manuscript  and  prohibits  extensive  changes  in 
proof,  and  the  Public  Printer  regards  it  as  his  duty  to  refuse  to  ex- 
pend public  funds  by  making  such  changes.  Reasonable  emendation 
may  be  made  on  galley  proofs,  but  not  radical  alterations,  and  on 
page  proofs  no  material  changes  will  be  permitted.  If  an  author 
makes  changes  in  his  proof  exceeding  this  limit,  either  they  will  be 
disregarded  or  work  on  his  paper  will  be  discontinued. 

5.  Illustrations. 

The  direction  in  "  Regulations  "  to  transmit  all  material  for  illus- 
trations to  the  Director  does  not  preclude  previous  direct  consulta- 
tion between  the  author  and  the  chief  of  the  section  of  illustrations, 
but  the  latter  will  not  take  up  anything  for  preparation  until  it  has 
been  officially  transmitted. 

2.  The  letter  of  transmittal  should  state  (a)  the  title  of  the  paper 
to  which  the  illustrations  pertain;  (6)  the  length  (estimated)  of  the 

Saper,  in  printed  pages;  (c)  the  total  number  of  plates  and  of  text 
gures  that  the  paper  will  contain. 

3.  Single  originals  or  groups  thereof  involving  special  labor  may 
be  transmitted  in  advance  of  the  bulk  of  the  material;  otherwise  all 
the  material  for  a  paper  should  be  transmitted  together.  If  parts 
are  transmitted  at  different  times,  the  later  transmittals  should  make 
refei'ence  lo  the  previous  ones. 

4.  A  list  of  illustrations  should  accompany  each  lot  of  material 
transmitted.  It  should  consist  of  brief  titles  with  numbers  (roman 
for  plates,  arabic  for  text  figures)  showing  proper  sequence,  and  ref- 
erence to  manuscript  page  should  be  given  for  each  illustration. 

5.  Every  original  cirawing  should  be  as  complete  as  the  author  can 
make  it,  a»d  should  be  accompanied  by  full  explanation,  in  writing, 
for  the  draftsman's  guidance.  It  should  bear  on  its  margin  (a)  the 
list  number;  (6)  the  brief  title  given  in  the  list;  {c)  a  succinct  state- 
ment of  what  features  the  illustration  is  designed  to  show,  i.  e.,  what 
the  author  expects  the  reader  to  see  in  it;  (d)  if  intended  for  a  plate, 
an  indication  whether,  in  the  author's  judgment,  it  should  be  made 
a  single-page  plate,  double-page  plate,  folding  plate,  or  folding 
pocket  map. 

G.  An  authdk*  intending  to  submit  maps  for  illustration  of  reports 
will  consult  the  custodian  of  base  maps  in  the  section  of  illustrations. 
In  case  no  suitable  base  map  is  available,  he  will  make  application 
through  his  division  or  section  chief  to  the  committee  on  base  maps 
for  the  preparation  of  such  a  base.  The  cost  of  the  compilation  and 
drawing  in  case  of  contoured  maps  of  intermediate  scales  will  be 
borne  by  the  division  issuing  the  report,  the  work  being  done  under 
the  direction  of  the  above-named  committee.  Small-scale  outline 
base  maps  will  be  prepared  in  the  section  of  illustratiomii. 
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7.  All  illustrations,  when  completed,  will  be  submitted  to  the  au- 
thor for  approval,  and  at  that  time  only  will  alterations  be  permit- 
ted, unless  they  are  the  result  of  new  information.  An  approval 
stamp  will  appear  on  each  illustration,  which  the  author  will  sign 
after  indicating  such  corrections  as  he  may  deem  necessary. 

8.  Proofs  of  illustrations  will  be  forwarded  to  authors  when  they 
can  be  reached  without  causing  too  great  a  delay.  An  approval 
stamp  for  the  author's  signature  will  appear  on  the  proofs,  which 
should  be  examined  and  returned  at  once. 

9.  The  chief  of  the  section  of  illustrations  is  charged  with  the 
custody  of  all  original* cuts  of  illustrations.  Geologists  and  others 
who  desire  the  use  of  these  cuts  in  official  publications  should  give 
reference  to  published  volume,  title,  and  plate  or  figure  nuiiK)er. 
Requests  for  electrotypes  should  be  made  to  tne  Director. 

8.  Photoobapht. 

1.  Members  of  the  Rurvo}'  making  use  of  the  camera  in  the  field  are 
expected,  unless  they  are  already  skilled  photographers,  to  avail 
themselves  of  all  the  means  at  their  command,  both  those  afforded 
by  the  Survey  and  those  available  elsewhere,  for  becoming  proficient 
in  the  use  of  the  camera.  A  course  of  instruction  by  means  of  dem- 
onstrations and  lectures  will  be  given  at  the  Survey  at  the  be^nning 
of  each  field  season,  and  the  chief  photographer  will  at  all  times  he 
ready  to  give  supplementary  instruction  to  anyone  who  may  desire  it. 
Dark-room  facilities  and  instruction  in  developing  will  be  furnished 
to  those  wishing  to  familiarize  themselves  with  this  branch  of  the 
art.  No  one  should  go  into  the  field  without  some  practical  experi- 
ence with  the  particular  camera  and  plates  which  he  expects  to  use, 
nor  should  old  or  defective  plates  or  films  be  used  in  the  field. 

2.  The  use  of  photographic  material  suj^plied  by  the  Survey  should 
be  confined  strictly  to  objects  germane  to  the  wort  of  the  Survey.  In 
case  a  member  of  the  Survey  uses  in  his  official  work  private  photo- 
graphic instruments  or  material,  all  resulting  negatives  which  may 
be  of  value  to  the  Survey  for  illustration  or  other  purposes  will  be 
regarded  as  Survey  property,  the  same  as  other  field  collections. 

3.  All  cameras  and  other  photographic  apparatus  will  be  in  the 
custody  of  the  chief  photographer,  who  will  see  that  they  are  in  thor- 
ough repair  before  they  are  taken  into  the  field.  All  apparatus 
should  be  turned  over  to  the  custodian  for  examination  and  repair 
(if  needed)  immediately  on  the  return  of  field  parties.  Requisitions 
for  the  purchase  of  photographic  apparatus  and  supplies  must  be 
approved  by  the  chiei  photographer,  and  persons  making  such  requi- 
sitions are  recommended  to  consult  him  in  advance,  in  order  that  the 
outfit  purchased  may  be  adapted  to  the  particular  conditions  under 
which  it  is  to  be  used.  For  the  same  reason  instruments  should  be 
purchased  in  the  field  only  under  conditions  of  exceptional  emergency. 

4.  Every  negative  sent  to  the  Survey  laboratory  for  developing, 
or  developed  elsewhere  at  the  Survey's  expense,  must  be  numbered 
and  be  accompanied  by  a  record,  made  at  the  time  of  exposure,  having 
a  corresponding  number.  This  record  should  state  the  conditions 
under  which  the  exposure  was  made,  tlie  nature  of  the  subject,  and 
anv  further  inforuiation  which  will  assist  the  plK>tographer  in  de- 
veloping.   Books  containing  suitable  blanks  for  making  this  record 
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will  be  supplied  by  the  office.  No  negatives  will  be  developed  in 
the  Survey  laboratory  hereafter  unless  accompanied  by  such  a  memo- 
randum. In  case  one  part  of  the  picture  is  of  more  importance  than 
another  the  fact  should  be  noted  for  the  guidance  of  tne  developer; 
also,  the  special  importance  of  particular  negatives,  duplicate  ex- 
posures^ parts  of  panorama,  etc.  This  field  record  should  contain 
all  the  information  required  for  the  permanent  index  label,  for  which 
it  will  be  used  after  the  negative  is  developed  and  proved. 

5.  When  negatives  are  submitted  to  the  laboratory  for  developing, 
a  definite  procedure  will  be  followed,  involving  cooperation'  between 
the  author  and  the  photographer: 

{aj  After  developing,  with  special  reference  to  the  information 
furnished  by  the  author,  an  unmounted  proof  will  be  made  of  each 
negative  which  shows  any  definite  image. 

(b)  With  the  negatives  and  a  set  of  proof  prints  the  photographer 
will  consult  the  author,  who  is  requested  to  indicate  any  negatives 
which  are  of  exceptional  importance  for  illustration  purposes.  These 
the  photographer  is  instructed  to  improve,  if  possible,  by  retouching, 
intensifying,  or  other  means. 

(c)  After  an  examination  of  the  proof  prints,  the  author  is  re- 

? nested  to  select  such  negatives  as  should  be  retained  by  the  Survey. 
le  will  trim,  number,  and  label  the  prints  of  the  selected  negatives 
and  return  them  to  the  laboratory,  where  they  will  be  suitably  pre- 
served and  form  the  index  to  the  Survey  collection.  Each  aiithor 
will  have  a  consecutive  series  of  numbers  and  should  supply  a  full 
descriptive  label  for  each  negative.  Authors  are  urged  to  reject  poor 
negatives  unless  they  are  of  exceptional  importance,  in  order  that  the 
Survey  collection  may  be  kept  within  reasonable  limits. 

(d)  Greater  care  m  developing  negatives  will  generally  be  taken 
in  the  Survey  laboratory  than  elsewhere,  and  work  will  usually  be 
done  there  with  promptness,  so  that  negatives  should  be  sent  to  the 
Survey  laboratory  for  developing  unless  there  are  exceptionally 
urgent  reasons  for  doing  otherwise.  Proofs  printed  elsewhere  at 
the  Survey's  expense  are  subject  to  the  regulations  provided  in  6  and  o. 

6.  All  official  negatives,  both  films  and  plates,  suitable  for  illustra- 
tion or  other  Survey  purposes  must  be  properly  numbered,  supplied 
with  descriptive  label,  and  deposited  in  the  photographic  laboratory 
as  soon  as  possible.  This  applies  to  negatives  now  in  the  hands  of 
authors  as  well  as  those  hereafter  developed  in  the  Survey  laboratory 
and  elsewhere  at  the  Survey's  expense.  Requisitions  for  prints  or 
slides  will  not  be  filed  until  the  regulation  is  complied  with. 

7.  When  the  negatives  are  properly  catalogued  mounted  prints 
may  be  ordered,  the  negatives  being  designated  by  number.  Authors 
are  urged  to  confine  orders  for  prints  to  their  actual  needs.  Since 
the  negatives  are  to  be  readily  accessible,  it  will  be  unnecessary  and 
undesirable  to  have  more  prints  made  than  are  needed  at  the  time, 
in  order  to  provide  against  uncertain  future  contingencies.  When 
a  view  is  definitely  decided  upon  for  reproduction  several  prints  of 
varying  intensity  may  be  procured  from  which  a  selection  can  be 
made.  In  general,  from  one  to  three  prints  will  supply  ordinary 
requirements,  and  when  more  are  ordered  the  object  for  which  they 
are  to  be  used  should  be  fully  stated. 

8.  Authors  may  retain  the  proof  prints  from  negatives  which  for 
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any  reason  it  is  not  considered  desirable  to  add  to  the  Survey  collec- 
tion, and  an  additional  print  may  be  ordered  from  i^iich  negatives 
when  needed  for  a  specific  purpose.  Requests  for  prints  from  nega- 
tives not  included  m  the  Survey  collection  must  be  accompanied 
with  the  negatives  from  which  they  are  to  be  made. 

9.  Negatives  smaller  than  3^  by  4^  inches  will  be  developed  in  the 
Survey  laboratory  and  prints  made,  at  the  discretion  of  the  chief 
photographer,  when  other  work  of  the  laboratory  will  not  be  thereby 
delayed.  Such  small  negatives  may  be  developed  in  the  field  and  at 
the  expense  of  the  allotment  of  the  person  taking  them.  Regulation 
2,  above,  applies  to  these  smaller  cameras  as  well  as  to  larger  ones. 
The  number  of  prints  ordered  at  official  expense  must  be  limited 
strictly  to  the  requirements  of  the  official  work  of  the  Survey. 

10.  rfo  work  of  any  kind  will  be  done  in  the  Survey  photographic 
laboratory  except  on  a  regularly  approved  requisition.  In  case  an 
author  desires  prints  for  other  tnan  official  use  he  will  be  permitted 
to  withdraw  from  the  Survey  collection,  for  a  limited  time,  the  neg- 
ative taken  by  himself,  leaving  a  receipt  for  the  same;  but  in  no 
instance  will  he  be  allowed  to  intensify,  reduce,  or  retouch  the  nega- 
tive. All  work  of  this  character  must  be  performed  in  the  photo- 
graphic section.  The  author  may  give  his  order  for  prints  to  the 
photographer  with  whom  arrangements  are  made  for  filling  private 
orders.     With  prints  are  included  lantern  slides. 

11.  The  Survey  collection  of  lantern  slides  is  growing  so  rapidly 
that  it  promises  soon  to  become  inconveniently  large.  The  material 
included  in  it  will  hereafter  be  subjected  to  more  careful  scrutiny, 
and  several  classes  of  material  will  be  excluded.  Slides  will  not  be 
made  in  the  Survey  laboratory  from  inferior  negatives  unless  the 
subjects  are  of  exceptional  importance;  they  will  not  be  made  from 
subjects  of  ephemeral  interest  unless  the  purpose  for  which  they  are 
to  be  used  is  one  closely  connected  with  the  furthering  of  the  Sur- 
vey's interests,  and  then  the  requisition  should  indicate  that  they  are 
not  intended  to  be  included  in  the  Survey  collection;  they  will  not 
be  made  from  private  negatives  or  maps  unless  the  subjects  are  of 
exceptional  general  interest  and  therefore  especially  desirable  for  the 
Survey  collection. 

12.  Hereafter  slides  will  be  catalogued  as  soon  as  finished,  and  the 
person  on  whose  requisition  they  are  made  may  draw  them  from  the 
collection,  giving  a  receipt,  under  regulations  already  provided. 

7.  Documents. 

1.  Survey  publications  (books,  maps,  geologic  and  topographic 
folios)  re(|uired  for  temporary  consultation  by  employees  should  be 
drawn  from  the  library. 

2.  AA'hen  such  publications  are  desired  for  a  more  extended  official 
use,  they  should  be  applied  for  through  the  document  secticm,  on 
general  requisition  Form  9-125,  and  should  be  returned  when  no 
longer  needed. 

8.  Distribution  of  documents  to  persons  not  members  of  the  Geo- 
logical Survey  must  be  made  through  the  document  section  on  an 
approved  re(|uest. 

4.  The  author  of  a  report,  if  not  a  sale  publication,  may  receive 
20  copies  for  pei*sonal  disposition;  and  if  stock  be  not  too  low  an 
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additional  number,  not  to  exceed  100  copies,  may  be  distributed  by 
aiithors,  through  the  document  section,  among  persons  residing  in 
the  region  to  which  the  report  pertains  or  persons  specially  inter- 
ested in  the  subject. 

&  Instbuments  and  Rsoobds. 

instbuiients. 

1.  Requisitions  for  instruments  to  be  issued  by  the  custodian  must 
be  made  on  Form  9-125  and  be  approved  by  the  administrative  officer 
directly  in  charge.  Lists  of  instrmnents  to  be  returned  to  the  cus- 
todian must  be  made  on  the  special  form  provided  for  that  purpose. 

2.  Receipts  will  be  given  by  heads  of  parties,  who  will  be  held  per- 
sonallv  responsible  for  the  instruments  receipted  for  until  the  same 
have  been  delivered  to  the  custodian  or  accounted  for  by  transfer 
receipts. 

3.  When  instruments  are  transferred  from  one  person  to  another, 
the  transferee  will  receipt  to  the  transferrer  and  will  notify  the  cus- 
todian of  such  transfer.  A  double  postal  card  (Form  9-139)  has 
been  provided  for  such  transfers. 

4.  It  is  expected  that  care  will  be  taken  in  handling  Survey  instru- 
ments. All  persons  using  them  will  be  held  personally  responsible  for 
them,  and  will  be  required  to  replace  or  repair  loss  or  injuries  result- 
ing from  carelessness.  A  special  written  report  should  be  submitted 
in  explanation  of  serious  damage. 

5.  When  in  cases  of  emergency  instruments  or  bench  marks  are 
ordered  from  the  field,  bill  should  be  sent  directly  to  purchaser  to  be 
checked  and  initialed  by  him  and  forwarded  to  the  administrative 
officer  in  charge,  who  will  procure  and  approve  signed  vouchers  and 
.send  the  same  to  the  chief  disbursing  clerk  for  payment. 

6.  For  shipment  instruments  should  be  carefully  packed  in  an  out- 
side box.  If  not  so  packed,  express  charges  are  greatly  increased. 
No  excelsior  or  other  packing  material  which  creates  oust  or  dirt 
should  be  put  in  the  instrument  box. 

RECORDS. 

7.  Each  notebook  and  each  single  piece  of  map  material  for  filing 
in  the  records  should  be  plainly  marked  with  all  information  neces- 
sary for  filing  it  in  its  proper  place. 

8.  Material  for  filing  should  be  transmitted  to  the  custodian. 
Under  no  circumstances  is  anything  to  be  returned  to  the  records 
without  his  knowledge. 

9.  If  errors  are  discovered  in  the  marking  of  any  material  drawn 
from  the  records,  this  fact  should  be  brought  to  the  attention  of  the 
custodian,  in  order  that  the  card  oatalogue  may  be  corrected. 

9.  Addresses  of  Employees. 

1.  The  residence  address  of  all  employees  while  in  the  office,  and  the 
mail,  telegraph,  and  express  address  of  all  officials  of  every  class  when 
absent  from  the  office,  whether  on  official  business  br  for  other  reasons, 
must  be  reported  to  the  chief  clerk  on  the  card  provided  for  the  pur- 
pose.   This  is  necessary  to  insure  safe  and  prompt  transmittal  of  mail* 
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10.  Supplies — Printed  Fobms  and  Notebooks,  Stationery,  and  Instbuments. 

1.  Requisitions  for  articles  mentioned  in  the  following  lists  should 
be  made  on  Form  9-125  by  the  numbers  and  titles  given  below : 

FEINTED  FOBMS,   NOTEBOOKS,  VtO, 

Account  book,  60-page 9-018 

Account  book,  140-page 0-919 

Address,  notification  of,  to  chief  clerk. 

Admission  to  building 9-116 

Agreement,  care  of  public  animals ^-057 

Agreement,  storage  of  public  property 9-056 

Astronomic  reconnaissance 9-017 

Auction  sale  advertisement 9-051 

Auction  sale,  report  of 9-040 

Bill  of  lading,  original 9-O60 

Bill  of  lading,  duplicate 9-0(^a 

Computation  book;  large 9-S89 

Computation  book,  small 9-904 

Employment,  field,  application  for 9-921 

Foreign  shipment  in  bond  to  Washington,  label  for 9-058 

Freight,  shipment  through  quartermaster 9-049 

Freight  or  express  shipment,  label  for 9-050 

Geodetic  coordinates,  computation  of 9-902 

Geodetic  distances,  computation  of 9-901 

Geologic  party,  monthly  report 

Geologists'  time  card. 

"  Instructions  "  of  Geological  Survey. 

Instruments,  transfer  of.  return ; 9-139 

Instruments,  field,  receipt  for 9-045 

Land-survey  field  notebook 9-915 

Leave  of  absence . 9-151 

Leave  of  absence  for  day  or  less 9-115 

Level,  bench-mark  descriptions 9-916 

Level  notebook 9-903 

Level  party,  weekly  report 9-922 

Mail,  forwarding. 

Mail,  registered,  label  for. 

Mail,  second-class,  label  for 9-100 

Meal  card. 

Mine  notebook,  large 9-927 

Mine  notebook,  small 9-911 

Pay  roll.     (See  Voucher.) 
Photographic  exposure  record  book. 

Pocket  notebook,  detachable  leaves 9-896 

Postal  card,  plain. 
Proof-reading  record. 

Property  affidavit 9-048 

Proi>erty,  inspection  report  of 9-047 

Property*,  inventory  of 9-054 

Property,  invoice  of 9-043 

Property,  receipt  of,  notification 9-053 

Proi)erty,  transfer  of,  receipt 9-044 

**  Regulations  "  of  Geological  Survey. 

Requisition,  map  engraving 9-055 

Requisition,  map  mounting. 

Requisition,  petrographlc  work 9-131 

Requisition,  photography 9-126 

Requisition,  photolitliography. 

Re<iuisitiou,  stationery 9^-125 

Return  of  property,  quarterly.   __  9-04? 

Scrapbook 1-lKil 

Shipment  from  field 9-052 

Sliipnient  from  office 9-114 

Sketchbook,  tintetl  paper 9-886 
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Specimen,  geologic,  label  for 9-161 

Telegram  from  chief  clerk 9-132 

Telegram  book,  carbon  duplicating. 
Topographic  field  work,  monthly  summary. 

Topographic  office  work,  monthly  summary 9-157 

Topographic  party,  monthly  report 9-908 

Topographic  record,  label  fbr 9-166 

Township  plats 9-907 

Transit  record 9-900 

Traveling-order  blanks,  book  of. 

Traverse  party,  weekly  report 9-928 

Triangulation  field  notebook 9-912 

Triangulation  party,  monthly  report 9-920 

Vertical-angle  record 9-914 

Vertical-angle  traverse  record 9-913 

Voucher,  pay 9-010 

Voucher,  pay,  chief  disbursing  clerk's . 9-009 

Voucher,  pay  roll,  long 9-014 

Voucher,  pay  roll,  short 9-012 

Voucher,  pay  roll,  chief  disbursing  clerk's,  long 9-013 

Voucher,  pay  roll,  chief  disbursing  clerk's,  short 9-011 

Voucher,  purchase,  long 9-008 

Voucher,  purchase,  short 9-006 

Voucher,  purchase,  chief  disbursing  clerk's,  long 9-007 

Voucher,  purchase,  chief  disbursing  clerk's,  short 9-005 

Voucher,  subvoucher  book 9-019 

Voucher,  subvoucher  book,  hydrographic  observer 9-019a 

Voucher,  traveling  expense 9-016 

Voucher,  traveling  expense,  chief  disbursing  clerk's 9-015 

Voucher,  traveling  expense,  extra  leaves 9-017 

BTATIONEBT. 


Basket,  desk,  wira 

Basket,  waste,  wire. 

Blotter,  band. 

Bristol  board. 

Brush,  camel's-hair,  sizes  1  to  6. 

Brush,  varnish,  1  to  3  inch. 

Cardboard. 

Colors,  pans,  EL  ft  B. 

Copying  book,  Bushnell's  No.  20. 

Copying  book,  pen  carbon. 

Copying  book,  press. 

Desk  pad. 

Eraser,  ink. 

Eraser,  knifa 

Eraser,  pencil. 

Eraser,  typewriter. 

Envelopes,  blue,  cloth-lined. 

Bnvelo[)es,  letter  size. 

Envelopes,  letter  size,  return. 

Envelopes,  manila  (specify  size). 

Enveloi)es,  note  size. 

Envelopes,  printed  address. 

Fasteners,  paper.  Eureka. 

Fasteners,  paper.  Gem. 

Fasteners,  paper,   McGlirs,  Nos.  1,  2, 

and  3. 
Finger  shield,  rubber. 
Ink,  combined  (copying  and  writing). 
Ink,  indelible  drawing  (specify  color). 
Ink,  with  filler  for  fountain  pen. 
Ink,  with  filler  for  fountain  pen,  wood 

case. 
Ink,  writing  fluid,  black. 
Ink,  writing  fluid,  red. 


Inkstand. 

Letter  opener,  steeL 

Mucilage. 

Mucilage  cup. 

Oil  boards,  for  press  copying  book. 

Pads,  cloth,  for  press  copying  book. 

Paper,  blotting. 

Paper,  blue  print 

Paper,  cross-section. 

Paper,  foolscap. 

Paper,  note,  headed. 

Paper,  orange. 

Paper,  pad,  headed,  field  use. 

Paper,  pad.  ruled,  8  by  lOi  inches. 

Paper,  pad,  scratch;  letter,  note,  or 
small  sizes. 

Paper,  semicarbon. 

Paper,  tissue. 

Paper,  tracing  (roll  of  24  sheets). 

Paper,  tyi)ewriter,  headed,  for  Direct- 
or's letters. 

Paper,  typewriter,  headed,  subject 

Paper,  typewriter,  headed,  thin,  for 
carbon  l>ook. 

Paper,  typewriter,  headed,  Washing- 
ton, D.  C. 

Paper,  typewriter,  plain,  cap  size. 

Paper,  typewriter,  plain,  letter  size, 
tissue. 

Paper,  wrapping,  manila. 

Paper  folder. 

Paper  weight. 

Paste,  in  glass  jar. 

Paste,  in  tubes. 
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Penraok. 

Pencil-point  protectors,  metal  and  rub- 
ber. 
Pencil  pointer  (sandpaper  block). 
Pencils,  Dixon's,  Nos.  1  to  5. 
I'encils,  Faber's,  Nos.  1  to  5. 
Pencils,  Kohlnoor,  Nos.  B  to  9-II. 
Pencils,  red,  blue,  green. 
Penholder,  drawing. 
Penholder,  writing. 
Pens,  crow-quill. 
Pens,  drawing. 
Pens,  mapping. 
Pens,  writing,  various  kinds. 
Pins,  pyramid. 
Ribbon,  typewriter,  copying. 
Ribbon,  typewriter,  noncoi)ying. 
(Mention  kind  of  typewriter.) 


Rubber  bands,  assorted  sizes. 

Ruler,  boxwood,  variovs  sizes. 

Saucer,  paint. 

Scissors,  6-inch. 

Sealing  wax. 

Shears,  9-inch. 

Shears,  10-inch. 

Sponge. 

Sponge  cup. 

Stenographer's  notebook,  pen. 

Stenographer's  notebook,  pencil. 

Tag,  shipping,  plahi. 

Tag,  shipping,  to  the  Director. 

Tape,  retl,  spool. 

Thumb  tacks. 

Tracing  cloth. 

Tracing  paper. 

Twine,  large  or  small  sizes. 


2.  The  articles  mentioned  in   the   following  special   list   are   de- 
signed especially  for  the  use  of  the  hydrographic  branch  : 


HYDBOGRAPHEBS'   SUPPLIES. 

Account,  notice  of  settlement l>-"249 

Air  temperatures,  instructions  for  observing  (Cin-ular  No.  2) 1^182 

Allotment,  statement  showing  condition  of 9-22(» 

Boring  record  books 9-259 

Canal  owners,  addresses  of J^217 

City  water  supply,  schedule 9-195 

Current-meter  measurements,  field  notolKwks !>-198 

Dew-point  tables  (Circular  No.  3) 1>-181 

Discharge  and  run-oflf,  estimated  monthly 9-22<) 

Discharge  curves,  office  book  for  plotting i^209 

Discharge  measurements !>-24S 

Discharge  measurements,  list  of l»-207 

Discharge  measurements,  miscellaneous,  report  of i^-'244 

Discharge,  monthly  minimum,  and  net  horsepower,  rcjiort U-27t0 

Disc^harge.  monthly  postal-card  report  of l»-221 

Efflncnts.  city l>-2r>,S 

Effluents,  factory l>-257 

Evai>oration  from  water  surfaces,  instruction  for  measuring  ratt*  of  (Cir- 
cular No.  4) 9-18n 

Evai)oration  observation,  monthly  summary 9-179 

Evaporation,  original  record  of.  !)ooks  for 9-177 

Expenditures,  classified  (bound  in  book  form) _  9-178 

Flow,  report  of. 9-24<i 

Gage  hei^lit.  <laily.  .January  to  I)e<'ember 9-212 

Gage  height,  daily  moan,  and  discharge  (January  to  June) .9-192 

Gage  heiglit.  daily  mean,  and  discharge  (July  to  December) _  9-19:5 

Gage  heiglit  or  diwliarge.  large  sh(»et  for  plotting J>-200 

Gage  height  or  discharge,  large  shwt  for  plotting,  ruled  for  every  fifth 

day 9-201 

Gage  height  or  dis<-harge,   small   sheet   for  plotting,   ruled   for   ten-day 

intervals 9-202 

Gage   heights 9-174 

Gaging  at  power  plants,  record  of S>-2.*i8 

Ground-water  circular ^187 

Ground-waters  and  artesian-wells  Inquiry 9-2r>4 

Horsepower  reix)rt.  monthly  mininuun  dls<'harge  and  net 9-2.t<) 

Humidity,  instructions  for  ol>serving  (Circular  No.  2) 9-l.*<l 

IIunn<lity.  ol)servations  of 1>-18<) 

Humidity,  relative  tal)les  (Circular  No.  3) D-lSl 

Hydrographic  <lata,  oflice  reconl  book  of U-VMi 

ln(|Uiry.  circular  letter  of.  postal  card  acknowledging  receipt  of 9-22S 

Manuscrii)t.  instructions  for  i)reparlng iV-2.S(J 

Maps,  postal  card  concerning  distribution  of 9-190 
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Meter,  report  of  observations  for  rating 0-205 

Notebook,  label  for 0-253 

Notebook,   pocket 0-251 

Observations,  ])08ta]  card  ackowledgiug  receipt  of 0-185 

Observer's    letter 0-214 

Precipitation,  record  of  (September  to  August) 0-211 

Precipitation,  report  of 0-241 

Progress,  monthly  report  of 0-171 

Proi)erty    list 0-247 

Pumping-plant  schedule 0-215 

Pumping-plant  stations,  addresses  of 0-218 

Rainfall,  observations  of 0-240 

Rainfall  observers,  instructions  for  (Circular  No.  1) 0-184 

Rainfall  reports,  monthly  suininary  of -    .       0-178 

Rainfall  and  run-oflf,  comparison  of 0-243 

Rainfall  and  snowfall,  observations  of 0-170 

Rating-table  meter 0-206 

Rating-table  stations 0-210 

Rating  tables,  official  book 0-2.31 

Report  to  Director,  monthly  postal-card  reminder 0-234 

Reports,  miscellaneous 0-230 

River  description 0-101 

River  height,  daily  observations  of  (postal  card) -   0-176 

River-height  observations,  book  for  daily  record  of -_ 0-175 

River  stations,  description  of 0-107 

Run-off  in  inches 0-242 

Run-off  and  discharge,  estimated  monthly 0-220 

Run-off  and  rainfall,  comparison  of 0-240 

Services,  report  of 0-245 

Soundings,  field  notebooks  for 0-208 

Station   report 0-237 

Stream  gaugings,  results  of 0-172a 

Stream  gaugings,  results  of 0-172b 

Stream  gaugings,  results  of  (old) 0-172 

Temperature,  observations  of 0-180 

Vapor-pressure  tables  (Circular  No.  3) 0-181 

Water,  character  of 0-256 

Water  users,  addresses  of 0-235 

Water-power    inquiry 0-252 

Water-i)ower  investigations,  circular  letter  regarding 0-204 

Water-power  list 0-260 

Well-record   card 0-188 

Well-record   notebook 0-203 

Wells,  addresses  of  owners 0-225 

Wells,  artesian  (circular) 0-187 

Wells,  artesian,  and  ground-waters  imiuiry 0-254 

WeMs,  deep,  schedule  for 0-255 

Wells,  deep,  schedules  for 0-255a 

Wind,  instructions  for  observing  direction  and  force  of  (Circular  No.  2)__  0-182 
Windmill    irrigation 0-216 

8.  The  articles  mentioned  in  the  following  special  list  are  furnished 
by  the  custodian  of  instruments,  except  stationery  articles  for  the 
geologic  branch,  which  are  furnished  by  the  supplies  section.  The 
letters  preceding  indicate  the  classes  of  work  in  which  these  articles 
are  chiefly  used,  viz:  G=geologic;  H=hydrograpliic;  L=leveling; 
To=topographic;  Tr=tri angulation. 

SUPPLIES    FOR   FIELD  PABTIES. 

To.  Alidades,  sight  (C>-inch,  10-inch.  18-inch). 

To.  Alidades,  sijrht  (vertical  angle). 

To.  Alidades,  telescopic. 

G.  To.  Aneroids  (3,0(X»  feet,  5,000  feet,  8,000  fe^t,  10,000  feet,  15,000  feet). 

To.  Bubbles,  level. 

H.  Buzzers. 

U.  Gable,  meter* 
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L.  Tr.    Cement 

To.    Chains  (88  feet;  66  feet  100  feet). 
G.  To.    Compasses,  box. 
G.    Compatees,  Bninton. 
G.    Compasses,  clinometer. 
G.  To.    Compasses,  prismatic. 
G.  To.    Copying  books,  letter  (rollinpr). 

L.  To.    Dies,  b^ch-mark  (figures,  reference,  and  V.  A.  letters). 
Glasses,  field. 
Tr.    Gradienters. 

Ink,  fountain-pen  filler. 
G.  To.    Ink,  indelible  (black,  orange,  green,  vermilion). 
Instruments,  drawing. 
To.    Levels,  circular. 
G.  To.    Levels,  hand  (Abney,  Locke). 
L.    Levels,  rod  plumbing. 
L.    Levels,  Y. 
H.     Mercury,  bisulphate. 
H.     Meters. 
To.    Odometers. 
L.     Paint  (in  cans). 
G.  To.    Paper,  drawing  and  plane-table  (double  mounted). 
Paper,  drawing  and  plane-table  (single  mounted). 
To.    Paper,  drawing  and  plane-table  (traverse). 
Paste. 

Pencils,  7-H,  9-H. 
li.     Pins,  turning-point 
To.    Plane-table  boards,  24  by  81  inches. 
To.    Plane-table  boards,  18  by  24  inches. 
To.     Plane-table  boards,  20  by  20  inches. 
To.     Plane-table  boards,  15  by  15  inches  (Johnson). 
To.    Plane-table  boards,  15  by  15  inches  (traverse). 
To.    Plane-table  movements  (Johnson). 

Pointers,  lead-pencil. 
H.     Poles,  battery. 
To.     Recorders,  hand. 

L.     Rods,  leveling  (New  York,  Philadelphia). 
T«>.     Scales,  boxwood  (45,000,  90,000.  inch). 
To.     Scales,  special. 
To.     Scribes,  timber. 
To.    Tables  (stadia,  vertical  angle). 
L.    Tablets,  bench-mark. 
Tr.    Tablets,  meridian. 

Tablets,  special. 
Tr.    Tablets,  triangulation. 

Tapes  (metallic,  steel). 
Tr.    Theodolites. 
Tr.     Transits. 
To.    Tripods,  traverse. 
G.  To.    Water  colors  (burnt  sienna.  Prussian  blue). 

11.  Vouchers. 

1.  Purchase  vouchers  (Forms  9-006  and  9-008)  are  to  be  used  for 
direct  payment  by  a  disbursing  officer  to  the  person  from  whom  a  pur- 
chase IS  made  and  for  assembling  the  subvouchers  for  miscellaneous 
expenses  of  an  employee. 

2.  It  is  desirable  that  payment  for  purchases — other  than  board  and 
lodging — involving  large  amounts  should  be  made  by  the  disbursing 
officer  direct  on  purchase  vouchers  rather  than  through  the  chief  of 
party  by  means  of  subvouchers.  Accounts  for  amounts  less  than  $10 
should  generally,  however,  be  settled  by  a  subvoucher. 

3.  When  field  material,  such  as  tents,  wagons,  etc.,  is  ordered 
through  the  administrative  officer  in  charge,  the  consignee  should 
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check  and  approve  the  bill  and  forward  the  same  to  the  adminis- 
trative officer,  so  that  the  latter  may  prepare  and  approve  purchase 
vouchers. 

4.  Vouchers  for  services  must  never  include  more  than  one  calendar 
month.  The  service  voucher  (Form  9-010)  is  to  be  used  for  a  single 
person,  and  the  pay  roll  (Form  9-012)  for  two  or  more  persons. 

5.  Write  in  the  blank  space  at  the  head  of  the  pay  roll  the  localitv 
where  services  are  rendered.  If  this  is  not  the  post-office  to  which 
checks  are  to  be  sent,  give  the  post-office  address  for  each  person,  on 
line  with  the  signature  in  the  last  column. 

6.  The  body  of  the  pay  roll  must  state  for  each  person  the  name, 
occupation,  time  of  service,  rate  of  pay,  and  total  amount  due,  and  be 
properly  signed.  When  the  time  is  less  than  a  full  month,  give  first 
and  last  dates. 

7.  Pay  for  Sundays  will  not  be  allowed  employees  working  by  the 
day  unless  a  statement  is  made  that  they  rendered  servicer  on  mat  day. 

8.  In  computing  rates  of  pay  for  fractions  of  a  month  the  actual 
number  of  days  in  the  month  will  be  considered  and  amounts  com- 
puted by  aid  of  the  tables  appended  hereto. 

9.  In  order  to  secure  prompt  payment  of  salaries  it  is  advisable  to 
mail  pay  rolls  for  approval  by  the  20th  of  the  month.  If  an  employee 
leaves  the  service  aiter  a  pay  roll  has  been  mailed,  payment  to  him  in 
o^sh  must  not  be  made,  but  immediate  notice  should  be  given  the  dis- 
bursing officer  by  telegraph  in  case  a  change  is  necessary. 

10.  Unless  the  disbursmg  officer  is  requested  not  to  do  so,  he  will 
mail  checks  for  each  party  m  a  single  envelope  addressed  to  the  chief 
of  party,  whose  name  and  address  should  appear  on  the  margin  of  the 
pay  roll. 

11.  Subvouchers  (Form  9-019)  are  to  be  used  only  in  connection 
with  main  vouchers,  never  as  main  or  independent  vouchers. 

12.  Under  no  circumstances  must  a  subvoucher  be  signed  before  the 
amount  in  words  is  written  in  the  receipt.  Each  chief  of  party  will 
be  held  strictly  responsible  for  an  enforcement  of  this  rule. 

13.  Give  year,  month,  and  day  of  purchase  in  the  body  of  the 
voucher.  Give  first  and  last  meal  or  lodging  in  all  board  and  loclo:ing 
accounts,  which  must  always  be  paid  in  cash;  also  name  and  title  ot 
employee  for  whom  the  same  were  furnished.  Give  first  and  last 
meal  iov  forage  accounts;  and  use  terms  "breakfast,"  "dinner,"  and 
"  supper." 

14.  Subvouchers  should  be  completely  written  up  as  soon  as  possi- 
ble after  they  are  signed  and  not  left  incomplete  until  the  last  of  the 
month,  and  they  should  be  forwarded  for  payment  as  soon  as  possible 
after  the  close  of  the  month. 

15.  Duplicate  subvouchers  should  not  be  separated  into  sets. 

16.  Complete  copies  of  telegrams  must  accompany  vouchers  and 
subvouchers,  and  only  Government  rates  will  be  allowed  for  tele- 
graphic service.  When  messages  go  over  the  lines  of  two  companies, 
state  the  fact  on  the  voucher,  giving  charge  for  each. 

17.  All  vouchers  are  to  be  prepared  in  duplicate,  and  must  be  sent 
to  the  administrative  officer  in  charge  for  approval  before  they  go  to 
the  disbursing  officer  for  payment.  The  body  of  the  subvouchers 
should  be  made  out  in  full  and  properly  signoci  before  they  are  sent 
to  the  section  chief  for  approval.  The  total  amount  in  words  must 
always  be  written  in  the  receipt,  except  in  a  main  voucher  supported 
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by  subvouchers.     In  a  main  voucher  never  fill  in  the  date,  place  of 

Eayment,  or  name  of  disbursing, officer  in  the  receipt.     These  are  to 
e  filled  in  by  the  disbursing  officer  to  correspond  with  date,  etc.,  on 
check. 

18.  AATien  one  voucher  blank  will  not  hold  the  account,  use  two  or 
more,  the  last  one  only  to  be  signed.  Never  paste  the  vouchers  to- 
gether lengthwise. 

19.  All  main  vouchers  should  be  indorsed  "  Correct "  in  lower  left- 
hand  corner,  with  initials  of  the  chief  of  party.  The  certificate  is 
to  be  left  blank  for  the  signature  of  the  administrative  officer  in 
charge. 

20.  Full  descriptions — age,  height,  weight,  color,  sex,  brands,  etc. — 
must  accompany  vouchers  for  the  purchase  of  animals. 

21.  Effort  should  be  made  to  secure  special  rates  for  board  and 
livery  when  the  service  is  for  a  large  number  or  an  extended  period. 

22.  Receipts  must  accompany  vouchers  for  freight  or  expre^^sage 
from  incorporated  companies.  The  vouchers  must  give  date  of  ship- 
ment, shipping  point,  destination,  names  of  consignee  and  consignor, 
amount  charged,  condition  when  received,  and,  when  procurable, 
weight  and  rate;  when  these  are  not  procurable  a  statement  to  that 
effect  should  be  made. 

23.  For  work  under  different  appropriations  or  allotments  sepa- 
rate vouchers  for  expenses,  including  salaries,  must  be  presented. 
Thus,  when  a  party  or  person  leaves  one  cooperating  State  or  general 
locality  for  field  work  elsewhere,  expenses  will  be  chargeable  to  the 
new  work  from  the  time  of  commencement  of  journey. 

24.  When  amounts  in  vouchers  are  changed  in  any  way  by  a  dis- 
bursing officer,  on  account  of  mistakes  or  irregularities,  notice  of  such 
changes  should  be  promptly  sent  through  the  approving  officer  to 
the  person  in  whose  favor  the  account  stands. 

25.  The  fees  for  oaths  in  the  States  and  Territories  in  verification 
of  accounts  are  as  follows: 


state  or  Territory. 


Alabama 

Arizona 

Arkansas 

California 

Colorado 

Connecticut 

Dakota 

Delaware 

District  of  C^)luin>»iH 

Florida 

Georgia 

Idaho 

nilnois 

Indiana 

Iowa 

Kansas 

Kentucky 

Louisiana 

Maine 

Maryland 

Maa8achu«H.>tls 

Minnesota 

Michigan 

MissiHsinpi 

Mlasoun 


Notary. 


.50 
.ftO 
.  2n 


Ju.stice 
of  the 
peace. 


80.50 

10.25 

.75 

.60 

.50 

.50 

.50 

.25 

.25 

.50 

.10 

.2^') 

.25 

.50 

.25 

..50 

16 
30 


.2^^. 

.85 

.50 

.36 

.2-") 

.25 

.  2.'> 

.25 

.50 

.20 

.75 

.26 

.20 

.20 

.62J 

.30 

.25 

.25 

.25 

.16 

.25 

.26 

.50 

.25 

.50 

.20 

State  or  Territory. 


Montana 

Nebraska 

Nevada  

New  Hampshire 

New  Jersey 

New  Mexico 

New  York 

North  Carolina  . 
North  Dakota . . . 

Ohio 

Oklahoma 

Oregon 

Pennsylvania ... 
Rhode  Island  ... 
South  Carolina.. 
South  Dakota  . . . 

Tennessee 

Texas 

Utah 

Vermont 

Virginia 

Washington 

West  Virginia. .. 

Wisconsin 

Wyoming 


Notary. 


to.  50 
.25 
.55 
.25 
.32 
.50 
.26 
.50 
.25 
.40 
.'25 
1.00 
a, 25 
.50 
.50 


.50 

.26 

..M) 

25 


Justice 
of  the 
peace. 


f0.50 
.25 
.30 
.28 
.32 


.•25 
.10 
.25 
.40 
.10 
.25 
.25 
.50 
.30 


.20 
.25 
.25 


.25 

.25 

.50 

'            .25 

.30 

.25 

.12 

.50 

.25 

aExcept  .Mlcglicny  County, «l:  city  of  Philadelphia,  371  centv.  countiesof  Blair. Center,  Lycoming, 
Montour,  Snyder,  Westmoreland,  and  Wyoming,  374  centa;  York  County,  81i  centa. 
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12.  ExPBESS  AND  Freight. 

1.  Articles  intended  for  shipment  from  the  oflSce  must  be  plainly 
marked  and  be  accompanied  by  a  shipping  card  signed  by  the  aihnin- 
istrative  oflScer  in  charge,  or  his  repre^sentative.  Form  9-122,  a 
double  postal  card,  notice  of  shipment  from  office,  will  be  sent  to 
consignee,  who  is  expected  to  promptly  sign  and  return  the  receipt 
half. 

2.  A  copy  of  Form  9-050  should  be  pasted  securely  on  every  box 
or  case  intended  for  shipment  to  the  Washington  office.  When 
necessary  the  special  tag  provided  for  such  purpose  may  be  used. 
Form  9-052,  a  double  postal  card,  notice  of  shipment  to  office,  should 
in  all  cases  be  used,  and  upon  receipt  of  the  shipment  at  the  office 
the  returR  half  will  be  signed  and  sent  to  the  consignor. 

3.  So  far  as  practicable,  shipments  should  be  consolidated — that 
is,  articles  forwarded  from  the  same  locality  at  about  the  same  time 
should  be  covered  by  a  single  transaction;  when  made  by  express 
the  receipt,  with  notice  of  shipment,  should  be  sent  to  the  Washington 
office. 

4.  All  packages  consigned  to  the  office  should  be  addressed  to  the 
Director  of  the  United  States  Geological  Survey;  otherwise  they 
will  be  treated  as  private  property. 

5.  Property  forwarded  by  expi-ess  should  not  be  valued  on  the 
receipt  at  more  than  $50. 

G.  In  shipping  freight  all  railroads  except  the  Southern  Pacific 
accept  through  bills  of  ladino^.  The  Southern  Pacific  requires  a 
separate  and  distinct  bill  of  lading  to  cover  transportation  from  point 
to  point  over  that  road.  When  a  shipment  is  made  over  connecting 
lines  an  additional  bill  of  lading  must  be  issued  covering  transpor- 
tation from  the  connecting  point  on  the  Southern  Pacific  to  the 
point  of  destination.  These  bills  of  lading  should  be  handed  to  the 
agent  of  the  forwarding  road,  who  will  transmit  the  originals  to  the 
connecting  lines. 

In  all  cases  where  more  than  one  bill  of  lading  is  issued  the  fol- 
lowing must  be  marked  upon  the  face  of  all  originals  and  duplicates: 
"  Settlement  to  be  made  on  basis  of  division  rate  between  ultimate 
points." 

All  railroads  except  the  Wabash  have  agreed  to  accept  the  rate  of 
land-grant  routes,  therefore  no  shipments  on  account  of  the  Govern- 
ment can  be  made  over  the  Wabash. 

7.  So  far  as  practicable  registered  mail  should  be  used  in  prefer- 
ence to  express.  The  limit  or  4  pounds  for  packagers  by  mail  applies 
only  on  articles  classed  as  merchandise.  Written  and  printed  matter 
is  not  limited  in  weight  when  forwarded  from  an  Executive  Depart- 
ment at  Washington. 

8.  See  the  manual  of  "  Regulations  "  (sec.  68)  for  further  instruc- 
tions. 

13.  Telegrams. 

1.  Messages  to  Washington  should  be  sent  "collect,"  and  those  from 
Washington  "charge  Geological  Survey,"  Form  9-132  being  used  for 
the  latter. 

2.  A  book  of  forms  for  field  use  has  been  provided,  by  which  nies- 
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sages  may  be  8ent  from  any  point  without  cash  payment  and  be 
charged  to  the  Geological  Survey, 

3.  The  rates  established  for  United  States  Government  messages  in 
1903  will  be  found  in  the  following  tables.  As  there  indicsited,  these 
rates  are  for  m&'^sag6s  of  20  wonls  or  less,  address  and  signature 
counted. 

4.  If  at  any  time  during  the  year  the  commercial  rate  shall  be  less 
than  that  in  the  tables  referred  to,  then  the  commercial  rate  is  to  be 
applied  to  Government  messjiges. 

5.  All  messages  designed  for  transmission  at  Government  rates 
should  be  indor^d  "official  business,"  to  which  should  be  added  the 
official  title  of  the  sender. 

TabU<^Tiaei/or  UhiUdSUOetGovemmtnt  mntagn  of  tO  wordt  or  leu,  counftnjr  addrett, 
body  vsordt,  and  ttgnoiwre. 
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ci/or  Uniltd  StaUt  Qovenvnent  laeitagei,  etc. — Continued. 
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Tabh  of  rates  for  United  States  Government  messages,  etc. — Continued. 


Tolls  for  20  words  and  multiples  of  20,  together  \rith  tolls  for  addi- 
tional words. 

Day  messages. 

Night  messages. 

Number  of  words. 

When 

rate  is 

20  cents. 

When 

rate  is 

26  cents. 

When 

rate  is 

30  cents. 

When 

rate  is 

36  cents. 

When 

rate  is 

40  cents. 

When 

day  rate 

is  20.  25, 

or  30 

cents, 

night 

rate  is— 

When 

day  rate 

is :»  or 

40  cents, 

night 
rate  is— 

20  words 

10.20 

.40 

.60 

.80 

1.00 

2.00 

3.00 

4.00 

6.00 

.01 
.02 
.03 
.04 
.05 
.06 
.07 
.08 
.09 
.10 
.11 
.12 
.13 
.14 
.16 
.16 
.17 
.18 
.lU 

10.26 
.50 
.76 
1.00 
1.25 
2.50 
3.75 
6.00 
6.26 

.01 
.03 
.04 
.05 
.06 
.08 
.09 
.10 
.11 
.13 
.14 
.15 
.16 
.18 
.19 
.20 
.21 
.23 
.24 

10.30 
.60 
.90 
1.20 
1.50 
3.00 
4.50 
6.00 
7.60 

.02 
.03 
.05 
.06 
.08 
.09 
.11 
.12 
.14 
.16 
.17 
.18 
.20 
.21 
.23 
.24 
.26 
.27 
.29 

10.36 
.70 
1.05 
1.40 
1.76 
3.50 
5.25 
7.00 
&76 

.02 
.04 
.06 
.07 
.09 
.11 
.12 
.14 
.16 
.18 
.19 
.21 
.23 
.26 
.26 
.28 
.30 
.32 
.33 

10.40 
.80 
1.20 
1.60 
2.00 
4.00 
6.00 

aoo 

10.00 

.02 
.04 
.06 
.08 
.10 
.12 
.14 
.16 
.18 
.20 
.22 
.24 
.26 
.28 
.30 
.32 
.34 
.36 
.38 

10.16 

.35 

.65 

.75 

.95 

1.95 

2.95 

3.96 

4.96 

.01 
.02 
.03 
.04 
.05 
.06 
.07 
.06 
.09 
.10 
.11 
.12 
.13 
.14 
.16 
.16 
.17 
.18 
.19 

10.26 

40  words 

.46 

60  words 

.66 

80  words 

.86 

100  words 

1.06 

200  words 

2.06 

300  words 

3.06 

400  wonls 

4.06 

600  words 

6l06 

ADDITIONAL. 

1  word 

.01 

2  words 

.02 

3  wonls 

.03 

4  words 

.04 

5  words 

.06 

6  words 

.06 

7  words 

.07 

8  words 

.08 

•  words 

.09 

10  words 

.10 

11  words 

.11 

12  words 

.12 

13  words 

.13 

14  words 

.14 

.16 

16  words 

.16 

.17 

18  words 

.18 

.19 

14.  Auction  Sales. 

1.  General  authority  is  granted  each  year  by  the  Director  for  the 
disposal  of  worn-out  or  useleas  property  at  auction,  sales  to  be  made 
at  times  and  places  designated  by  administrative  officers  in  charge. 

2.  Duplicate  inspection  reports  (Form  9-047)  must  be  prepared, 
giving  a  complete  inventory  of  all  property  to  be  sold,  with  a  state- 
ment as  to  its  condition  and  the  reascms  w  hy  it  should  be  sold. 

3.  The  propertv  must  be  advertised  by  posters,  for  which  blanks 
are  provided.  The  posters  .should  be  put  up  in  conspicuous  places 
at  lea.st  forty-eight  liours  before  the  sale.  There  being  no  con- 
tingent fund  from  wliich  to  pay  the  fee  of  an  auctioneer,  it  will  be 
necessary  for  .some  member  of  the  Survey  to  act  in  that  capacity. 
All  sales  must  be  for  cash,  and  a  record  must  be  made  of  each 
article  sold,  including  name  of  purchaser  and  amount  received. 
Articles  of  little  value  may  be  sold  in  lots,  in  which  case  each  item  in 
the  lot,  as  well  as  the  price  for  which  the  lot  is  sold,  is  to  be  reported. 
Inspection  and  sale  reports  mu.st  agree  as  to  the  items  mentioned. 
Accounts  of  auction  sales  must  be  in  duplicate,  on  Form  9-040,  and 
as  soon  as  practicable  after  the  sale  these  forms  must  be  properly 
filled  out  ana  transmitted,  with  the  inspection  reports,  to  the  Director, 
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through  the  division  or  section  chief,  together  with  the  amount  re- 
ceived from  the  sale. 

16.  Relations  to  the  Public. 

1.  Courtesy  to  the  public  is  enjoined  on  every  employee  of  the 
Geological  Survey  while  engaged  in  official  duties.  Wlien  persons 
make  serious  inquiry  concerning  the  work  the  Survey  is  doing,  time 
should  be  taken  to  give  them  the  information.     Discourtesy  to  the 

Keople  of  the  country  will  not  be  tolerated,  and  chiefs  of  parties  will 
e  expected  to  discipline  or  discharge  employees  for  flagrant  neglect 
to  conduct  themselves  with  politeness  and  propriety.  Where  cooper- 
ation between  the  Federal  and  State  governmente  is  in  force,  em- 
ployees will  be  expected  to  make  known  to  citizens  the  relations  of 
the  State  to  the  work. 

2.  It  sometimes  happens  that  objection  is  made  to  entry  upon  pri- 
vate property  by  employees  engaged  in  official  work,  but  it  is  believed 
that  generally  this  objection  may  be  overcome  by  an  explanation  of 
the  public  character  of  the  work.  The  governors  of  the  diflferent 
States  and  Territories  have  recently  recommended  to  their  respective 
legislatures  the  enactment  of  laws  granting  this  authority  to  officials 
of  the  United  States  Geological  Survey,  as  has  alreadv  been  done  in 
some  States  for  the  benefit  of  the  United  States  Geological  Sui'vey 
and  in  many  for  the  Coast  and  Geodetic  Survey. 

16.  Entertaining  Pebsons  in  Camp. 

1.  Heads  of  parties  and  all  other  employees  of  the  Survey  are  cau- 
tioned, when  on  field  duty,  against  entertaining  in  camp  any  persons, 
whether  acquaintances,  friends,  or  relatives,  in  a  manner  to  interfere 
with  public  business.  Instruments,  outfit,  and  supplies  are  provided 
at  Survey  expense  for  official  purposes  only,  and  should  be  employed 
soley  to  advance  official  work.  Members  of  the  Survey  are  requii-ed  to 
give  their  time  and  labor  strictly  to  official  business. 

2.  Division,  section,  and  party  chiefs  are  expected  to  bring  this 
order  to  the  attention  of  all  concerned  and  to  enforce  it  strictly, 
i*eporting  to  the  Director  any  violation  thereof. 

17.  Care  and  Storage  of  Public  Property  and  Pasturage  of  Public  ANimuLS. 

1.  In  arranering  for  the  storage  of  camp  property  and  the  pas- 
turage of  public  animals  at  the  close  of  field  work  effort  should  be 
made  to  locate  the  same  as  near  as  possible  to  a  main  line  of  railway. 

2.  The  camp  material  should  be  placed  in  boxes,  the  boxes  num- 
l>ered,  and  lists  made  of  the  articles  stored  in  each  box.  The  boxes 
should  be  stored  in  a  camp  wagon  under  shelter,  in  a  storeroom,  or  in 
some  other  dry  and  safe  place,  and  should  be  securely  packed  and 
nailed,  so  that  if  necessary  they  may  be  in  condition  to  be  shipped 
by  rail. 

3.  Signed  agreements  should  be  entered  into  with  the  person 
(nking  chariTo  of  the  property  or  pasturing  the  animals.  Forms 
J)-()r)(;  and  9-057  are  provided  iFor  this  purpose. 

4.  '^rhe  following  precautions  should  oe  taken  in  storing  property, 
and  employees  will  be  held  personally  I'esponsible  for  neglect  of  the 
same: 

(a)  All  cooking  utensils,  etc.,  must  be  thoroughly  cleaned  and 
dried  before  packing,  and  no  provisions  should  be  stored. 
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(6)  All  tents,  harness,  blankets,  ropes,  etc.,  must  be  thoroughly 
dried  in  the  sun  before  packing. 

(c)   All  harness  must  be  oiled  with  harness  oil. 

(rf)  All  axles  of  vehicles  must  be  cleaned  with  coal  oil  and  well 
covered  with  axle  grease. 

(e)  Detailed  inventory  of  all  property  stored  must  be  taken  on 
Form  9-054,  with  statement  of  condition. 

5.  Every  article  of  property  which  appears  on  a  voucher  as  having 
been  purcnased  and  which  is  not  expendable  must  be  accounted  for 
on  the  returns  of  a  custodian.  Those  in  whose  direct  charge  property 
is  should  exercise  great  care  in  its  preservation  and  be  prepared  at  all 
times  to  make  a  statement  to  the  custodian  as  to  its  condition  and  the 
amount  on  hand. 

GEOLOGIC   BRANCH. 

18.  Obganization. 

1.  The  geologic  branch  is  organized  under  the  following  divisions: 
(1)  Geology  and  paleontology,  (2)  mining  and  mineral  resources, 
(3)  physics  and  chemistry. 

2.  For  purposes  of  scientific  supervision,  as  distinct  from  adminis- 
trative control,  the  following  sections  are  established  in  the  division 
of  geology  and  paleontology:  (1)  Areal  geology,  (2)  Pleistocene 
geology,  (3)  pre-Cambrian  and  metamorphic  geology,  (4)  petrology, 
(5)  economic  geology  of  metalliferous  ores,  (6)  economic  geology  of 
nonmetalliferous  minerals,  (7)  paleontology. 

3.  In  regard  to  the  special  subjects  assigned  to  him,  the  authority 
of  a  geologist  in  charge  of  a  section  shall  be  coextensive,  geographic- 
ally and  otherwise,  with  the  operations  of  the  Survey.  P^ach  section 
chief  shall  confer  with  his  fellow-chiefs  with  a  view:  (a)  To  adjust- 
ing proposed  plans;  (6)  to  calling  attention  to  opportunities  or  ques- 
tions coining  to  his  notice,  but  not  within  his  sphere;  (c)  to  promot- 
ing cooperation,  which  is  a  fundamental  principle  of  the  organization. 
Where  geologic  investigation  of  any  field  involves  questions  which 
come  within  the  spheres  of  two  or  more  section  chiefs,  their  coopera- 
tion is  imperative.  In  such  cases,  therefore,  they  shall  by  mutual 
agreement  determine  upon  either  (a)  a  plan  of  joint  action,  by  which 
each  will  supervise  those  matters  falling  within  his  sphere,  or  (6)  a 
plan  of  supervision  by  one,  in  case  the  interest  of  that  one  greatly  pre- 
ponderates, the  other  chief  or  chiefs  acting  in  an  advisory  capacity. 

4.  Each  chief  shall  seek  to  effect  such  exchange  of  information  and 
views  with  any  geologist  carrying  on  work  under  his  scientific  direc- 
tion as  will  give  the  results  their  highest  practicable  scientific  value 
and  justify  his  approval  on  the  basis  of  definite  knowledge  of  field 
and  office  work. 

5.  The  position  of  section  chief  confers  no  prerogative  of  author- 
ship in  relation  to  the  work  of  any  other  geologist  or  paleontologist. 
It  confers  the  right  and  duty  to  consider  for  recommendation  all 
manuscripts  which  relate  to  subjects  coming  within  the  scope  of  one's 
authority  as  chief,  and  the  disposition  of  a  manuscript  shall  be  deter- 
mined by  the  nature  of  such  recommendation,  subject  to  the  approval 
ef  the  geologist  in  charge  of  geology,  provided  that  any  author  may 
appeal  to  the  Director  from  the  decision  of  the  section  chief  or  of  the 
geologist  in  charge. 
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6.  For  the  larger  part,  the  planning  and  execution  of  the  geologic 
work  is  intrusted  directly  to  chiefs  of  parties.  Any  section  chief, 
geologist,  or  assistant  ^ologist  may  be  assigned  to  duty  as  chief  of 
party,  and  in  this  relation  he  may  have  assistants  who  report  to  him. 
The  chief  of  party  shall  prepare  plans  and  estimates  for  the  work 
committed  to  him,  and,  after  securing  advice  and  suggestion  from  the 
section  chiefs  concerned,  shall  submit  these,  over  his  own  signature, 
to  the  geologist  in  charge  of  geology.  The  approval  of  the  geologist 
in  charge  only  may  confer  authority  to  execute  plans.  Allotments 
are  made  to  the  chief  of  party  directly,  and  he  is  responsible  to  the 
geologist  in  charge  for  disbursements  and  for  execution  of  plans. 

7.  In  preparing  material  for  study  or  publication  the  chief  of  party 
shall  continue  conferences  with  the  section  chiefs  concerned.  Com- 
pleted manuscript  shall  be  sent  by  assistants  to  the  chief  of  party 
concerned,  and  he  shall  transmit  such  manuscript,  as  well  as  his  own, 
to  the  Director.  It  will  then  be  sent  to  the  geologist  in  charge  of 
geology,  who  will  refer  it  to  one  or  more  section  chiefs,  each  of  whom 
shall  make  such  recommendations  as  the  treatment  of  his  subject  may 
require.  Wlien  approved  for  publication,  each  manuscript  shall  be 
sent  to  the  Director,  accompanied  by  a  formal  letter  of  transmittal, 
indorsed  by  the  section  chieis  who  shall  have  passed  upon  it. 

19.  Monthly  Repobts. 

1.  A  report  in  card  form  must  be  made  out  and  transmitted 
promptly  at  the  end  of  each  month  by  each  geologist,  paleontologist, 
and  assistant  who  holds  an  appointment  from  the  Secretary  of  the 
Interior  and  has  been  engaged  any  part  of  the  month  on  Survey 
work;  also  by  each  geologist,  paleontologist,  and  assistant  who  has 
an  allotment  from  Survey  funds,  whether  employed  during  the  month 
or  not.  No  voucher  for  services  or  expenses  will  be  paid  to  any  per- 
son who  is  a  month  or  more  in  arrears  with  his  monthly  reports. 

2.  The  work  of  field  assistants  should  be  included  in  the  report  of 
the  chief  of  partv.  Assistant  geologists  working  under  the  immedi- 
ate supervision  oi  a  chief  of  party  should  make  duplicate  reports,  one 
to  the  geologist  from  whom  instructions  are  received  and  the  other  to 
the  geologist  in  charge  of  geolo^. 

3.  The  report  in  card  lorm  is  intended  to  replace  the  ordinary 
written  report.  It  should  be  a  concise  account  of  the  manner  in 
which  the  person  making  the  report  was  occupied,  and  will  constitute 
his  personal  record.  The  face  of  the  card  should  show,  by  inclusive 
dates  and  numbers,  the  kind  of  occupation  for  each  day  in  the  month. 

4.  When  areal  work  is  done  on  or  adjacent  to  mapped  quadrangles 
a  convenient  portion  of  the  rule  face  of  the  card  should  be  included 
within  neat  linos  and  given  the  quadrangle  names.  The  portion  of 
the  area  covered  by  work  of  each  class  should  be  indicated  by  shading, 
and  the  class  of  work  by  the  appropriate  number,  placed  either  on  the 
quadinngle  area  or  on  a  block  of  the  same  shading  outside. 

5.  Wheii  work  on  areal  geology  for  folio  publication  is  confined  to 
Pleistocene  deposits  that  fact  should  be  indicated. 

r>.  AVIkmi  work  is  done  which  falls  under  the  head  of  "  General 
reconnaissance,"  the  routes  followed  and  areas  covered  should  be 
indicated  by  a  sketch  on  the  face  of  the  card,  indicating  latitude  and 
loJigitude  when  possible. 
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JVhen  several  classes  of  work  are  done  on  the  same  days,  an 
estimate  of  the  time  devoted  to  each  should  be  made  and  expre^ed  in 
percentages  of  the  whole  time  covered  by  the  inclusive  dates. 

8.  The  face  of  the  card  will  ordinarily  be  sufficient  for  areal  dia- 
gram and  the  abstract  of  occupation,  but  if  not  the  latter  may  be  con- 
tinued on  the  back. 

9.  Any  exceptional  conditions  which  influence  the  character  or 
amount  of  work  accomplished  should  be  briefly  noted  on  the  back  of 
the  card. 

10.  In  case  it  appears  desirable  for  any  reason  to  make  a  more 
ample  report  than  the  card  form  permits,  a  supplementary  report 
may  be  made  by  letter,  but  the  fact  that  such  a  report  is  made  should 
be  stated  on  the  card,  together  with  a  brief  abstract  of  its  contents. 
This  provides  for  the  preliminary  statement  of  economic  and  scien- 
tific results,  which  is  frequently  desirable. 

20.  Geologic  Notes. 

1.  In  taking  geologic  notes  it  is  important  that  facts  be  recorded 
with  the  utmost  fullness  and  be  separated  carefully  from  inferences 
and  theories.  It  is  desirable  that  theories  and  hypotheses  should  also 
be  written  down,  but  an  effort  should  be  made  to  separate  them  from 
the  phenomena  actually  observed.  So  far  as  practicable,  notes  should 
be  written  while  the  objects  described  are  being  examined.  In 
this  way  description  is  made  more  accurate  and  observation  more 
thorough. 

2.  Geologic  notebooks  are  the  property  of  the  Government.  They 
should  be  carefully  and  systematically  numbered  and  indexed,  and 
all  notes  should  be  taken  in  such  a  manner  as  to  be  readily  understood 
by  any  person  having  occasion  to  use  them. 

0 

21.  Information. 

1.  Members  of  the  geologic  branch  are  instructed  to  exercise  great 
caution  in  making  public  aiiy  information  which  they  may  obtam  in 
the  course  of  their  work.  In  general  all  matter  for  the  daily  press 
should  pass  through  the  hands  of  the  committee  on  publicity  and  be 
issued  m  the  regular  press  bulletins.  Only  in  exceptional  cases 
should  interviews  be  given  to  reporters. 

2.  Geologists  are  expressly  forbidden  to  give  out  to  individuals  or 
corporations,  in  advance  of  actual  publication,  the  results  arrived  at 
in  the  course  of  their  geologic  examination  of  a  district  or  area. 
They  are  at  liberty,  however,  to  communicate  orally  to  the  owner  or 
manager  of  a  mineral  property  during  the  progress  of  its  investiga- 
tion such  information  with  regard  to  me  geology  of  that  property  as 
may  be  of  value  to  him  in  its  development  j  but  written  statements 
must  be  avoided,  lest  they  be  used  for  promotmg  or  unduly  enhancing 
values.  This  regulation,  it  will  be  understood,  is  designated  to  as- 
sure a  fair  and  equal  participation,  by  all  who  are  interested,  in  the 
advantages  that  may  result  from  the  work  of  the  Survey  and  to  avoid 
any  appearance  or  suspicion  of  favoritism. 

3.  As  stated  in  "  Regulations,"  information  of  a  confidential  char- 
acter, such  as  mine  maps,  drill  records,  statistics  of  production,  etc., 
supplied  by  private  parties  or  corporations,  must  be  carefully  guarded 
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and  be  used  in  the  preparation  of  reports  for  publication  strictly  in 
accordance  with  the  conditions  stipulated  by  the  persons  furnishing  it 

22.  Geolooio  Nomenciaturk. 

1.  Among  the  "Rules  of  nomenclature  and  classification  for  the 
Geologic  Atlas  of  the  United  States"  are  the  following: 

For  purposes  of  general  correlation,  formations  shall  be  referred  to  the  gtand- 
ard  systems  of  common  usage.  Beginning  with  the  latest,  the  systems  ret-og- 
nized  are  as  follows:  Quaternary.  Tertiar>%  Cretaceous,  Jurassic,  Triaasic,  Car- 
boniferous, Devonian,  Silurian,  Ordovician.  Cambrian,  Algonkian,  and  Archean. 
♦  ♦  •  Within  the  systems  smaller  aggregates  of  formations  may  be  recog- 
nized which  shall  be  called  series,  and  these  may  be  divided  into  subordinate 
groups  of  formations.  Groups  may  also  be  constituted  without  the  reoognitioo 
of  series.  ♦  •  ♦  The  following  series  are  n  .v  recognized  as  applicable  to 
North  America:  In  the  Quaternary,  Recent  and  Pleistocene;  in  the  Tertiary, 
l^iiocene,  Miocene,  Oligocene,  and  Eocene :  in  the  Carboniferous,  Permian,  Penn- 
sylvnnian,  and  Mississippian ;  in  the  Cambrian,  Saratogan,  Acadian,  and  Geor- 
gian. In  the  other  systems  subdivisions  of  the  rank  of  series  may  be  tempo- 
rarily distinguished  as  Upper  and  Ivower,  or  Upper,  Middle,  and  Lower,  as 
eacli  case  may  recjuire;  or,  when  diflPerent  provinces  show  a  distinct  develop- 
ment, provincial  names  may  be  used  for  series  and  groups. 

It  is  desirable  that  authors  of  papers  published  by  the  Survey 
should  adhere  to  these  rules. 

2.  In  regard  to  definition  and  application  of  geologic  formation 
name^,  certain  rules  have  been  adopted  by  the  Survey  which  are 
based  upon  principles  of  priority  ana  established  usage.  A  comniit- 
tee  on  geologic  names  has  been  appointed  to  interpret  these  rules  in 
])arti(MiTar  cases,  and  ^ologists  and  paleontologists  are  directed  to 
transmit,  considerably  in  advance  of  the  presentation  of  manuscript, 
a  list  of  the  names  they  intend  to  use  for  newly  established  strati- 
graphic  divisions. 

*\.  The  use  of  names  curi^ently  employed  to  designate  formations  or 
otlior  stratigraphic  divisions  is  permissible  without- reference  to  tlie 
committee  on  geologic  names  when  field  work  of  a  precise  strati- 
grjipliic  nature  has  not  been  carried  out  and  no  new  contribution  to 
the  definition  of  a  formation  or  other  stratigraphic  division  is  made. 

23.  (Collections. 

1.  hnportance  of  roll ert ions. — The  law  creating  the  Survey  pro- 
vides that  all  collections  of  the  Survey,  "  when  no  longer  needed  for 
inv(v-tigations  in  progi'ess,  shall  be  deposited  in  the  National  Mu- 
seum." This  provision  was  plainly  intended  to  avoid  the  building 
up  of  a  gieat  permanent  collection  which  would  duplicate  in  large 
degree  the  geologic  collections  of  the  Museum,  and  also  to  secure  the 
preservation  of  collections  illustrating  the  formations  and  resources 
of  areas  studied  by  the  Survey,  as  described  in  official  reports.  It 
further  serves  to  secure  to  the  Museum  all  duplicate  material  for  its 
special  needs.  Geologists  should  recognize  the  importance  of  improv- 
ing their  opportunities  for  making  valuable  collections  of  rocks, 
minerals,  ores,  and  fossils,  not  only  for  their  immediate  use  in  the 
preparation  of  reports,  but  for  the  building  up  of  collections  in 
(he  National  Museum,  which  are  available  to  all  for  comparative  or 
special  studies. 

2.  PHrate  collections  not  allotted. — The  provision  of  law  that  all 
collections  of  the  Survey  belong  ultimately  to  the  National  Museum 
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naturally  prohibits  members  of  the  Survey  from  making  collections 
for  themselves,  for  other  pei-sons,  or  for  institutions.  The  "  Regu- 
lations "  of  the  Survey  provide  for  one  exception  to  this  prohibition, 
permitting  geologists  to  '^  retain  working  specimens  for  themselves, 
provided  such  coBections  are  made  during  the  progress  of  their  work 
and  in  such  manner  as  not  to  affect  the  value  of  the  Government  col- 
lections." It  is  a  recognized  function  of  the  National  Museum  to 
distribute  specimens  from  its  stores  of  exchange  or  duplicate  material 
to  institutions  or  individual  specialists  upon  request:  hence  the  geol- 
ogist, by  collecting  abundant  duplicate  specimens  or  specially  inter- 
esting objects,  can  supply,  through  the  Museum,  the  wants  of  either 
individuals  or  institutions. 

3.  Lahelmg  of  speciinens. — (a)  In  collecting,  great  care  should  be 
taken  to  make  an  accurate  record  of  the  locality  at  which  each  speci- 
men is  found,  in  order  that  the  exact  place  may  be  easily  identified 
at  any  subsequent  time  by  the  collector  himself  or  by  any  other  per- 
son. This  may  be  done  in  either  of  the  two  following  ways:  First, 
write  upon  the  field  label,  at  the  time  of  collecting  the  specimen,  a 
precise  designation  of  its  locality,  together  with  the  name  of  the 
colle<;tor  and  the  date.  Place  it  with  the  specimen  and  wrap  them 
together  in  paper.  The  label  should  usually  be. folded  before  wrap- 
ping, so  as  to  avoid  wear  in  transportation.  Or,  second,  numl)er 
the  specimens  in  the  order  of  collection;  mark  the  specimen  number 
with  indelible  ink  on  a  map  of  the  district,  indicating  the  exact  local- 
ity by  means  of  a  small  cross;  write  on  the  field  label  the  date,  the 
name  of  the  collector,  and  a  number,  together  with  the  number  and 
page  of  a  notebook  in  which  a  corresponding  entry  is  made:  in  the 
notel)ook  refer  to  the  specimen  by  number,  and  describe  its  locality 
and  relations.  One  series  of  numbers  may  be  used  for  fossils  and 
another  series  for  rocks,  minerals,  and  ores.  A  series  of  numbers 
may  be  limited  to  an  excursion,  a  general  locality,  a  quadrangle,  or 
a  region. 

{]))  In  some  classes  of  work  the  first  method  will  be  more  con- 
venient; in  other  classes,  the  second.  One  of  them  should  l)e  se- 
lected and  adhered  to  throughout  the  season,  and  no  method  should 
be  employed  which  will  leave  any  possibility  of  confusion  or  ambig- 
uity as  to  exact  locations.  It  is  recommended  that  a  small  paster 
bearing  the  number  (in  pencil  or  ink)  be  placed  on  each  specimen 
in  the  field,  thus  diminishing  liability  of  confusion  through  accident. 
It  is  further  suggested  that  the  number  be  written  with  soft  blue  pen- 
cil on  the  wrapped  specimen.  This  is  a  great  convenience  at  the  time 
of  unpacking. 

4.  Collection  of  rocks, —  {a)  Rock  specimens  which  are  to  be  re- 
tained in  permanent  collections  (referred  to  on  p.  54)  should  be 
reasonably  uniform  in  size  and  shape.  They  should  approximate  3 
by  4  inches  in  larger  dimensions  and  be,  if  possible,  less  than  1  inch 
thick.  In  order  that  material  for  extra  tliin  sections  or  for  chem- 
ical work  may  be  available  for  future  needs,  specimens  should  not  be 
trimmed  too  closely.  Size  and  shape  are  both  subordinate  to  the 
satisfactory  representation  of  rock  characters.  The  skill  necessary 
to  procure  well-shaped  specimens  of  massive  rock  may  be  acquired 
in  a  short  time  and  should  be  possessed  by  every  geologist.  Collec- 
tions composed  of  too  large  or  too  small,  unsightly  and  inconveniently 
shaped  spBcimens  are  justified  only  by  unusual  field  conditions. 
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(b)  Where  there  are  numerous  occurrences  of  a  given  rock  type 
the  geologist  may  often  wish  to  collect  working  specimens  to  check 
his  field  determinations,  and  these  may  be  of  less  than  the  regulation 
size,  but  care  should  be  taken  that  all  important  rocks  are  represented 
by  full-sized  specimens. 

(c)  It  is  often  desirable  to  collect  specimens  for  exhibition  in  the 
National  Museum,  and  in  such  cases  the  specimens  should,  so  far  as 
practicable,  have  the  size  and  shape  best  suited  to  a  representation 
of  the  noteworthy  features. 

(d)  Rock  chips  suitable  for  thin  sections,  for  microscopic  study, 
should  be  incl«sed  in  a  small  envelope  proviaed  for  the  purpose,  and 
should  be  marked  with  the  serial  number  of  the  corresponding  hand 
specimen.  In  order  that  the  work  of  the  petrographic  laboratory 
mav  be  properly  distributed  throughout  the  year,  geologists  who  wish 
to  have  thin  sections  made  are  directed  to  send  tlieir  chips  by  snuill 
skipments — say  25,  50,  or  100  at  a  time — from  the  field  as  soon  as 
the  material  is  collected,  instead  of  waiting  until  they  return  to 
Washington  at  the  end  of  the  field  season. 

(e)  It  is  particularly  desirable  that  rocks  submitted  for  quanti- 
tative chemical  analysis  should  be  represented  in  the  collection  by 
abundant  material.  Geologists  are  urged  to  consider  while  in  the 
field  the  possible  need  for  chemical  work,  in  order  that  the  sample 
suUmitted  for  analysis  may  be  truly  representative  and  that  there 
may  be  on  hand  several  duplicates  of  such  thoroughly  investigated 
rocks. 

(/)  Where  rocks  of  different  composition  or  texture  are  united  by 
a  transition  zone,  either  of  primary  origin  or  marking  alteration,  it 
is  usually  desirable  to  collect  a  suite  of  specimens  illustrating  the 
transition.     Different  numbers  should  be  assigned  to  different  phases. 

{g)  Specimens  should  present  fresh,  clean  fracture  faces,  as  free 
as  possible  from  hammer  bruises,  and  care  should  be  taken  to  avoid 
staining  the  specimen  through  moisture  of  the  hand  or  in  other  ways. 

(/i)  In  localities  which  illustrate  the  gradual  transition  of  one 
rock  into  another,  series  should  be  collected  showing  various  stages 
of  the  change  for  chemical  and  microscopic  study. 

5.  C<>1h'(fion  of  ntincraJs, —  (a)  The  geologist  should  not  neglect 
opportunities  to  collect  new,  rare,  or  finely  developed  minerals,  even 
it  they  have  no  important  hearing  on  his  work.  If  the  collecting 
involves  much  time,  he  should  obtain  a  few  representative  swcimeas, 
making  notes  of  occurrence  and  locality,  which  will  be  usetul  to  the 
specialist  who  may  wish  to  obtain  further  material. 

(6)  No  general  rule  for  the  size  and  shape  of  mineral  specimens 
can  be  given.  They  should  re])resent  the  best  development  of  the 
species  found,  their  associations,  and  the  manner  of  occurrentH?. 
Particular  care  in  packing  mineral  specimens  is  necessary  in  order 
that  the  time  spent  in  collecting  them  nuiy  not  be  wasted. 

(c)  S[)ecimens  which  illustrate  the  alteration  of  any  mineral,  per- 
mitting the  study  of  the  process  of  transformation,  are  of  special 
interest,  ])articularly  if  pseudomorphs. 

6.  Collrction  of  ore  specimens, —  (a)  In  the  examination  of  a  mine 
or  a  mining  district  specimens  should  be  collected  to  repi^esent  all 
the  varying  phenomena  of  the  ore  deposits  from  the  points  of  view 
of  mineralogic  composition,  genesis,  and  structural  relations.  Sjiec- 
imens  representing  country  rocks  gathered  during  the  areal  survey 
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of  a  mining  district  should  be  made  according  to  the  rules  already 
given  for  rock  collections,  but  the  uniformity  of  size  there  desired 
can  naturally  not  be  expected  to  obtain  with  regard  to  specimens 
of  ore  or  minerals. 

(J)  Collections  of  specimens  illustrating  ore  deposits  will  be  made 
with  the  following  objects  in  view :  (1)  For  a  working  collection  for 
purposes  of  study  in  the  office  or  laboratory;  (2)  for  a  type  collec- 
tion to  be  deposited  after  the  study  is  completed  in  the  National 
Museum,  or  in  the  reference  collection  of  the  Survey. 

(<?)  For  a  working  collection  a  full  suite  of  specimens  of  ores, 
gangues,  and  wall  rocks  should  be  collected,  sumcient  to  furnish 
material  for  a  thorough  microscopic,  chemical,  and  mineralogic  study 
of  the  deposits  under  examination.  In  these  uniformity  of  size  and 
shape  is  not  so  essential,  but  the  specimens  should  be  large  enough  to 
show  the  phenomena  or  relations  they  are  designed  to  illustrate. 
When  intended  for  complete  chemical  analysis  there  should  be  at 
least  3  or  4  pounds  of  material.  For  microscopic  examination  it 
is  well  to  break  off,  in  the  field,  thin  chips  of  appropriate  size  which 
will  show  the  phenomena  to  be  studied. 

(d)  For  the  Museum  or  reference  collection,  type  specimens  should 
be  chosen  which  illustrate  as  clearly  as  possible  the  important  and 
characteristic  phenomena  of  the  deposits,  such  as  the  original  con- 
dition of  deposition,  the  results  of  oxidation  or  alteration,  and  of 
secondary  enrichment.  In  preparing  these  more  care  should  be  taken 
to  approach  uniformity  in  size  and  shape.  A  size  of  4  bv  5  inches 
with  a  thickness  of  not  over  2  inches  should  be  aimed  at,  but  larger 
specimens  may  be  necessary  to  illustrate  features  of  mineral  associa- 
tion, structure,  or  relation  to  wall  rock. 

(e)  For  specimens  illustrating  structure  or  manner  of  deposition 
it  IS  important  that  it  should  oe  possible  to  orient  their  original 
position  in  the  deposits.  This  may  be  done  by  putting  a  red  spot 
on  the  upper  part  of  the  specimen  and  an  arrow,  in  indelible  ink, 
on  its  side  to  indicate  the  meridian. 

(/)  Care  should  always  be  taken  to  avoid  bruising  or  soiling  the 
faces  of  specimens  during  the  collection.  The  specimens  should  be 
numbered  with  indelible  ink  at  the  time  of  collection  and  be  duly 
described  by  notes  made  as  soon  thereafter  as  practicable.  It  is  well 
to  assign  a  letter  or  letters  to  a  given  district  and  to  mark  each 
specimen  with  that  letter  and  the  consecutive  number  as  collected. 

7.  Collection  of  fossils. — (a)  In  collecting  fossils  there  are  reasons 
in  addition  to  those  above  ^ven  for  gathering  abundant  material. 
For  the  purpose  of  determining  the  exact  geologic  horizon  of  a  bed 
it  is  important  to  have  as  many  species  as  possible  and  to  have 
each  species  represented  by  recognizable  examples.  These  two  ideas 
should  be  in  mind  when  selectmg  specimens  where  transportation 
facilities  are  limited,  as  in  reconnaissance  work.  In  more  detailed 
work,  even  where  the  formations  are  well  known  and  their  limits 
recognized,  full  collections  should  be  made  from  every  fossiliferous 
horizon  of  measured  sections  so  far  as  practicable.  The  data  thus 
obtained  as  to  the  geographic  distribution  and  stratigraphic  range  of 
species  make  future  determinations  and  coi;relations  of  horizon 
increasingly  more  accurate. 

(&)  Au  specimens  taken  from  one  bed  in  one  locality,  though 
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representing  many  species,  should  be  given  the  same  number  and 
label. 

((?)  As  indicated  in  a  previous  section,  great  care  should  be  taken 
in  recording  on  map  and  in  notebook  the  locality  and  horizon  where 
fossils  are  found.  As  a  rule,  fossils  coUected  from  different  beds, 
even  if  only  a  few  feet  apart,  should  have  distinctive  labels,  and 
specimens  found  on  talus  slopes  or  in  bowlders  should  be  kept  sepa- 
rate from  those  found  in  place.  When  collections  from  distinct 
horizons  are  mixed,  the  fossils  themselves  will  usually  indicate  that 
fact;  but  it  will  often  be  necessary  to  revisit  the  locality  for  exact 
data  as  to  stratigraphy  and  structure  that  might  have  been  obtained 
in  the  first  place  if  the  collections  had  been  more  carefully  made. 
Wherever  possible  a  sketch  section  should  be  made  in  the  notebook 
and  the  exact  horizons  from  which  fossils  were  collected  indicated. 

(d)  In  collecting  fossil  plants  perfect  specimens  should  be  sought 
for;  but  fragments  that  illustrate  essential  or  important  characters 
should  also  be  taken — such  as  the  tip  of  a  leaf,  a  petiole  with  a  part 
of  the  leaf  attached,  a  good,  periect  base  of  a  leaf,  or  a  well- 
preserved  portion  of  the  margin.  Bv  the  comparison  of  a  ^ood  series 
of  such  fragments,  if  these  are  all  that  can  be  procured,  a  satis- 
factory idea  of  the  form,  size,  and  character  of  the  leaf  may  usually 
be  obtained.  In  collecting  from  Mesozoic  or  Tertiary  formations 
a  fragment  of  bark,  a  leaf  with  no  part  of  the  margin  preserved, 
or  a  mass  of  leaves  without  form  can  usually  be  discarded  at  once. 
On  occasion  it  is  of  course  desirable  to  take  anything  in  the  nature 
of  plant  remains,  for  a  few  seemingly  worthless  fragments  from  a 
horizon  that  is  rarely  plant  bearing  may  often  be  of  more  interest 
than  a  full  collection  from  a  well-known  locality  or  horizon.  In 
any  case  it  is  desirable  that  the  collector  spend  sufficient  time  to 
insure  a  full,  or,  at  least,  a  fair,  representation  of  the  flora  at  each 
locality. 

(e)  In  collecting  ferns  the  most  valuable  specimens  are  th()!=« 
found  in  fruit,  and  nothing,  no  matter  how  fragmentary,  that  shows 
the  slightest  tendency  to  be  fruit  bearing  should  be  discarded.  As 
ferns  and  conifers  can  usually  be  determined  on  smaUer  fragments 
than  will  suffice  for  dicotyledons,  such  fragments  need  not  be  dis- 
carded if  they  are  all  that  are  available.  Both  these  classes  of  veire- 
tation  are  valuable  and  should  be  secured  whenever  possible.  Fr«g- 
mentary  impressions  of  stems  and  branches,  detached  leaves  of  coni- 
fers, lignitized  wood,  etc.,  are  usually  of  little  diagnostic  value,  and 
may  generally  be  rejected,  except  in  the  case  of  Paleozoic  plants,  when 
groat  care  should  be  given  to  the  collection  of  impressions  of  the  outer 
bark,  which  is  especially  essential  to  the  specific  determination  of 
such  groups  a^^  the  Lepidodendreae  and  the  Sigillarieae. 

(/)  \\Tien  specimens  are  accidentally  broken  all  the  parts  should 
be  saved  and  kept  together  if  possible.  Counterparts  or  reverse  im- 
pressions should  be  carefully  preserved  and  also  Kept  together. 

(g)  In  collecting  invertebrate  fossils  it  should  be  remembered 
that  the  important  features  for  their  determination  are  form,  ex- 
ternal sculpture,  and  internal  structure.  Complete  specimens  should 
therefore  be  obtained  if  possible,  or  if  the  fossils  are  broken  all  the 
pieces  should  he  smvcmI  mid  carefully  packed,  together  with  a  label 
indicating  that  they  are  parts  of  one  individuaL 
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(A)  Imperfect  specimens  that  show  internal  structure  or  other 
important  features  should  be  coUected,  even  if  perfect  examples  of 
the  same  species  are  obtained.  Fossils  preserved  as  internal  casts 
are  often  more  instructive  than  perfect  specimens,  but  in  such  cases 
the  adjacent  matrix  showing  the  imprint  of  the  exterior  should  also 
be  carefully  collected  and  Kept  witn  the  cast  to  which  it  belongs. 
When  fossils  are  distorted  by  pressure  larger  collections  are  needed 
to  assist  in  estimating  the  amount  of  the  distortion,  and  thus  making 
the  determination  more  certain.  * 

(i)  In  collecting  verterbrate  fossils  it  is  of  the  greatest  importance 
to  keep  the  bones  of  each  animal  by  themselves,  separated  from  all 
others,  and  to  save  all  the  pieces,  however  small.  Collect  carefully 
all  the  loose  bones  and  fragments  on  the  surface  or  covered  with  earth 
before  beginning  to  dig  out  the  skeleton. 

(j)  Never  remove  all  the  rock  from  the  skull,  foot,  or  other  deli- 
cate specimen.  The  more  valuable  the  fossil  the  more  rock  should  be 
left  to  protect  it. 

(k)  When  an  entire  foot  is  found  keep  the  bones  of  each  toe  to- 
gether and  separate  from  the  rest;  then  tne  foot  can  be  put  together 
again  with  certainty.  A  complete  foot  is  often  more  valuable  than  a 
skull. 

(l)  Get  all  the  bones  of  every  good  specimen,  though  it  may  take 
much  time  to  dig  them  out.  The  absence  of  a  single  toe  bone  may 
greatly  lessen  the  value  of  a  skeleton. 

(m)  When  a  rare  bone  can  not  be  got  out  of  the  rock  entire,  it  is 
important  to  measure  its  exact  length  on  a  piece  of  thick  paper,  and 
pack  this,  properly  marked,  with  the  pieces  saved.  A  drawing  of 
such  a  bone,  however  rude,  may  prove  of  value. 

(n)  Small  specimens  are  often  more  valuable  than  large  ones  and 
should  be  carefully  sought  for  when  a  good  locality  is  found.  Single 
bones,  if  one  end  is  perfect,  are  worth  saving.  If  freshly  broken,  look 
carefully  for  all  the  pieces. 

(o)  Every  fossil  or  fragment  should  be  wrapped  separately  in 
paper,  using  sufficient  soft  paper  to  prevent  all  danger  oi  injury  by 
rubbing.  O^tton  should  be  used  in  packing  fragile  specimens;  and 
each  lot  that  should  be  kept  together,  as  the  fossfls  from  one  locality 
or  the  parts  of  an  individual,  should  be  put  in  a  sack  or  securely 
wrapped  in  strong  manila  paper,  with  a  label  inside  and  a  tag  or  num- 
ber outside. 

8.  Packing. — Specimens  of  all  kinds  should  be  packed  in  small 
boxes,  so  that  they  can  be  handled  by  one  man.  Each  box  should  be 
entirely  full,  all  interstices  being  filled  with  soft  paper,  excelsior,  hay, 
or  similar  material.  The  top  of  the  box  should  be  planed  and  the 
directions  marked  with  paint  or  ink.  Each  box  should  be  boimd  with 
wire  or  otherwise  strengthened.  Directions  for  marking  and  ship- 
ping boxes  of  specimens  are  given  under  "  Express  and  freight." 

9.  Opening  of  packages, — (a)  As  soon  as  a  box  or  package  of 
specimens  is  received  at  the  office  of  the  Survey  a  storage  label  will  be 
attached  to  it,  giving  the  serial  storage  number,  date  of  arrival,  and 
collector's  name.     All  these  items  must  be  entered  in  the  storage  book. 

(J)  If  boxes  are  delivered  to  the  National  Museum  unopened,  that 
fact  must  also  be  entered  in  the  storage  book. 

(e)  A  similar  entry  must  be  made  if  a  package  is  delivered  to  any 
person  to  be  uni)ackea. 
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(d)  Whoever  opens  a  package  of  unnumbered  specimens  must  li 
once  attach  firmly  to  each  specimen,  if  of  sufficient  size,  an  adhejive 
label  containing  a  number  referring  to  the  accompanying  field  label 
and  to  a  full  catalogue. 

(e)  Unnumbered  specimens  must  not  be  placed  in  trays  with  loose 
labels. 

10.  Disposal  of  collections, — ^^Vhen  a  collection  of  fossils,  minerals, 
rocks,  or  ores  has  been  received  in  Washington  it  should  be  disposed 
of  by  the  geologist  as  follows : 

(a)  Fossils  should  be  transmitted  through  the  geologist  in  charge 
of  geology  to  the  paleontologist  in  charge,  with  separate  and  com- 
plete lists  of  numbers,  localities,  and  geologic  horizons,  when  possible, 
of  vertebrates,  invertebrates,  and  plants.  In  this  letter  of  trau.<^nittal 
it  should  be  clearly  stated  what  kind  of  a  report  is  desired  by  the 
geologist  for  his  own  use,  if  any,  e.  g.,  whether  he  wishes  determina- 
tions of  horizons  onlv,  lists  of  species,  or  discussions  of  faunas  which 
may  be  quoted  or  referred  to.  Final  transfer  of  such  material  to  the 
Museum  will  be  by  the  Director  on  recommendation  of  the  paleon- 
tologist. 

(6)  Minerals  intended  for  the  National  Museum  which  it  is  not 
the  intention  of  the  geologist  to  describe  himself  will  be  officially 
transmitted  by  the  Director,  on  the  written  request  of  the  gex>logist. 

(c)  Collections  of  rocks  are  to  be  retained  in  the  custody  of  the 
geologist  until  no  longer  needed  for  study.  It  is  desired,  however, 
mat  as  soon  as  possible  after  the  publication  of  each  completed  work 
a  thoroughly  representative  collection  illustrating  the  investigation 
should  be  deposited  in  the  National  Museum.  On  the  one  hand  care 
must  be  taken  to  have  this  collection  include  all  specimens  that  will 
probably  be  needed  for  future  reference,  and,  on  the  other  hand,  judg- 
ment must  be  used  to  make  the  collection  sufficiently  representative 
without  cumbersome  duplication.  Where  thin  sections  ot  rocks  have 
been  made,  a  set  should  accompany  tha  Museum  specimens.  Dupli- 
cate sections  may  be  made  to  be  retainedby  the  geologist  if  desired. 

{(I)  The  geologist  in  charge  of  the  section  of  petrology  will  be 
called  upon  to  approve  the  selection  of  ea(»h  reserve  collection  of  rooks 
before  transmittal.  He  is  also  authorized  to  select  rock  specimens 
desired  for  the  petrographic  reference  collection  and  to  incorporate 
them  in  that  collection  at  any  time  after  the  report  dealing  with  the 
specimens  in  question  has  been  published. 

(e)  The  material  remaining  after  the  reserve  and  reference  collec- 
tions have  been  selected  should  l)e  carefully  sorted  over.  Small  speci- 
mens which  have  served  their  purpose  as  study  material  and  can  be  of 
no  further  value  may  be  thrown  away.  The  geologist  may  also  select 
a  set  for  comparative  studies  when  he  thinks  mat  desirable.  The  re,^t 
of  the  collection  must  be  transmitted  to  the  Museum  for  its  general 
purposes.  It  should  be  borne  in  mind  that  the  reserve  collection  of 
the  Museum  is  available  for  examination  at  any  time. 

(/)   Ore  collections  are  to  be  treated  in  the  same  manner  as  rocks. 

11.  Transfer  of  specimens  to  National  Museum. — WTienever  geolo- 
gists, paleontologists,  and  others  have  specimens  or  collections  of 
rocks,  minerals,  or  fossils  to  be  turned  over  to  the  National  Museum 
as  accessions,  the  Director  should  be  advised  of  the  proposed  trans- 
fer, and  the  transfer  be  made  in  regular  official  form  by  letter  of 
the  Director,  or  of  the  chief  clerk,  by  his  order.    In  no  case  should 
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a  collection  be  sent  by  the  geologist  or  paleontologist  direct,  whether 
accompanied  by  a  personal  letter  to  a  member  of  me  Museum  staff  or 
not.  The  forwardmg  of  a  collection  need  not  necessarily  wait  upon 
the  sending  of  the  Director's  letter  of  transmittal,  but  the  former  may 
be  sent  to  the  proper  department  of  the  Museum  at  the  convenience 
of  the  geologist  or  paleontologist,  the  official  letter  following  in  due 
course. 

24.  Chemical  Araltses. 

1.  All  requests  for  chemical  analyses  should  be  accompanied  by  full 
information  as  to  the  locality  from  which  the  material  comes,  the 
nature  of  the  geologic  problem  involved,  and  the  bearing  ox  the 
analysis  requested  upon  its  solution.  This  information  is  for  the 
guidance  or  a  committee  on  chemical  analyses,  whose  favorable  rec- 
ommendation is  necessary  before  the  request  can  be  approved. 

2.  In  the  case  of  jpetrographic  specimens  microscopic  study  of  thin 
sections  and  a  careful  comparison  of  the  rock  with  already  analyzed 
specimens  in  the  petrographic  reference  collection  should  precede 
cnemical  analysis.  A  brief  statement  of  the  results  of  such  micro- 
scopic study  should  accompany  the  request,  in  order  that  the  chemist 
may  be  informed  of  the  presence  of  unusual  constituents  or  of  the 
abundance  of  others  ordinarily  present  in  small  quantity. 

3.  When  waters  are  forwarded  for  analysis  the  entire  material 
must  be  collected  through  filters  in  clean  glass  bottles  or  carboys  at 
one  time,  so  that  the  entire  specimen,  measuring  not  less  than  2  gal- 
lons, may  be  thoroughlyuniiorm,  and  these  vessels  must  be  properly 
sealed  with  paraffin.  Whenever  it  is  practicable,  ^ologists  desi,rin^ 
analyses  of  water  should  inform  the  chief  chemist  of  the  eenenu 
character  of  the  water  and  receive  detailed  instructions  as  to  coflecting 
and  bottling.  Ordinary  druggists'  filter  paper  is  not  suitable  for  the 
collection  ot  acid  waters. 

4.  State  the  nature  of  the  analysis  desired,  giving  the  elements  to 
be  determined  whenever  a  partial  analysis  only  is  called  for. 

The  term  "  complete  analysis  "  is  understood  to  mean  the  determi- 
nation of  all  the  elements  which  occur  commonly  in  rocks,  including 
titanium,  phosphorus,  barium,  strontium,  lithium,  etc. 

5.  State  whether  there  are  analyses  of  this  or  similar  material  from 
the  same  region  already  printed,  and  give  references. 

6.  Give  the  name  of  the  substance  to  be  analyzed,  and  state  the 
locality  on  the  label  accompanying  the  sample,  as  well  as  in  the 
official  letter  of  request. 

TOPOGRAPHIC   BRANCH. 

25.  Oboanization. 

1.  The  topographic  branch  is  organized  in  two  divisions:  (a) 
Topography,  and  (6)  geography  and  forestry.  For  purposes  of 
supervision  and  administrative  control  the  division  of  topography  is 
divided  into  four  areal  sections,  each  under  a  geographer  in  charge 
reporting  to  the  Director,  as  follows:  (a)  Atlantic;  (6)  Central; 
(c)  Rocky  Mountain;  (d)  Pacific.  In  addition  there  is  a  triangu- 
lation  and   computing  section.     The  chiefs  of  the  areal  sections 
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constitute  an  advisory  committee  to  the  Director,  to  which  matters 
pertaining  to  the  topographic  branch  as  a  whole  are  referred.  To 
this  committee  the  chief  of  the  triangulation  and  computing  section 
and  the  custodian  of  instruments  report 

26.   PBIMABY  TBIANGULATION.a 

1.  In  controlling  an  area  with  triangulation,  stations  must  be  se- 
lected so  that  there  are  at  least  three  to  each  sheet,  so  placed  as  to  give 
adequate  control.  In  addition,  two  or  more  points— -churches,  wind- 
mills, tanks,  etc. — must  be  located  within  the  area  mapped  on  each 
sheet.  Angles  must  be  read  to  all  prominent  points  outside  the  area 
for  use  in  future  expansion. 

2.  When  signals  are  built  they  should  be  as  permanent  as  possible. 
Thev  should  preferably  be  tetrapod  or  tripod  m  form  and  of  sawed 
lumber  whenever  such  material  is  available.  Great  care  must  be 
taken  to  secure  perfect  centering  of  the  signal  and  target  over  station 
mark. 

3.  All  stations  should  be  selected  with  a  view  to  their  adaptability 
to  topographic  use  as  well  as  to  future  expansion  of  triangulation. 
When  me  exact  location  of  the  station  is  decided  upon  it  must  be 
marked  by  one  of  the  following  methods : 

(a)  Bronze  tablet  set  in  stone  block  30  inches  long,  top  to  be  at 
least  6  by  6  inches,  set  24  inches  in  the  ground ;  or 

(b)  Standard  iron  bench-mark  post,  or 

(c)  Bronze  tablet  securely  set  in  solid  rock. 

These  marks  must  be  exactly  in  the  center  of  the  station,  and  in 
addition  there  must  be  left  two  or  more  permanent  reference  marks; 
in  light  soil  a  bottle  or  similar  object  must  be  left  as  a  subsurface 
mark. 

4.  Ends  of  base  lines  should  be  marked  as  follows : 

(a)  Station  mark — a  bronze  or  aluminum  tablet,  countersunk  and 
cemented  in  center  of  top  of  a  stone  post  at  least  48  by  8  by  8  inches, 
set  flush  with  surface  of  ground. 

(6)  Reference  marks — standard  bench-mark  posts,  set  42  inches  in 
ground,  at  right  angles  to  base,  one  on  either  side  20  feet  distant,  and 
one  on  prolongation  of  base  20  feet  distant ;  also,  azimuths  and  dis- 
tances to  near-by  permanent  objects. 

(c)  If  a  stone  post  can  not  be  obtained  for  a  station  mark,  a  bench- 
mark post  may  be  used,  but  it  must  be  set  in  a  cubic  yard  of  concrete 
and  the  top  stamped  or  lettered  to  distinguish  it  from  the  reference 
posts. 

5.  WTienever  practicable,  set  the  theodolite  over  the  center  of  the 
station  while  reading  angles,  to  obviate  reduction  to  center. 

6.  The  theodolite  when  in  use  must  be  sheltered  from  the  sun  and 
wind.  When  setting  the  theodolite  tripod,  leave  the  head  bolt  thumb- 
screws loose  until  the  legs  are  firmly  placed. 

7.  Never,  under  any  circumstances,  attempt  to  place  the  circle  so 
that  when  pointing  at  any  particular  station  the  micrometers  will  be 
set  to  even  degrees,  except  tor  eccentric  stations,  where  a  circle  read- 
ing should  be  made  with  micrometers  reading  0°  and  180°,  when 
telescope  is  set  on  center  of  signal. 
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8.  Use  book  9-912  for  all  field  records,  and  do  not  crowd  notes. 
Have  notes  plainly  written  with  No.  4  pencil  or  with  ink,  and  never 
erase,  but  draw  a  single  line  through  erroneous  records. 

9.  On  the  page  immediateljr  preceding  the  record  of  angles,  write 
a  minute  ana  complete  description  of  the  station  occupied,  giving 
nearest  trails  or  roads,  camping  places,  station  marks,  nature  oi 
signal,  etc.,  as  well  as  ownership  or  land  when  possible.  Write  this 
description  before  leaving  the  station.  In  addition,  plat  a  rough  dia- 
^rram  of  points,  showing  also  plan  of  eccentric  location  of  instrument, 
if  there  be  such. 

10.  Before  observations  are  commenced  at  a  station,  test  all  adjust- 
ments of  theodolite  and  correct  such  as  are  found  in  error,  paying 
special  attention  to  micrometers  to  avoid  the  errors  of  run. 

11.  For  micrometer  theodolites  angles  must  be  measured  either  by 
the  method  of  circle  readings  (directions)  or  by  single  angles,  and  in 
either  case  each  set  of  angles  must  be  kept  on  a  sin^e  page  of 
notebook.  If  the  method  of  directions  be  adopted,  each  complete 
set  must  consist  of  pointings  with  telescope  direct,  and  reverse  point- 
ings with  telescope  inverted,  always  closing  horizon.  See  Mono- 
graph XXII  for  additional  details  in  use  of  micrometer  theodolites. 

12.  No  angle  should  be  considered  finally  determined  that  has  not 
been  measured  on  at  least  five  different  parts  of  the  circle. 

13.  The  error  of  closure  of  any  triangle  in  primary  schemes  should 
not  exceed  5  seconds. 

14.  Opposite  each  angle  recorded  give  any  necessary  information 
in  regard  to  visibility  of  signals  or  atmospheric  conditions. 

15.  Do  not  trust  to  memory  for  notes.  Make  all  notes  as  complete 
as  though  it  were  expected  another  person  would  compute  them. 

16.  Ooservations  for  azimuth  on  l^olaris  before  and  after  elonga- 
tion must  be  made  on  two  nights  from  at  least  two  stations  for  each 
general  locality  of  work,  and  from  at  least  one  station  for  each  square 
aegree  of  area  controlled.  The  observations  should  consist  of  not 
fewer  than  six  an^es  between  mark  and  star  with  telescope  direct 
and  reversed.  See  Monograph  XXII  for  form  of  record  ana  compu- 
tation. Great  care  must  oe  taken  in  adjusting  and  leveling  the  hori- 
zontal axis  of  the  theodolite.  Watch  error  must  be  determined  by 
telegraphic  comparison  of  time  or  by  astronomic  observation.  The 
mark  should  consist  of  a  small  box  with  a  slit  about  one-eighth  inch 
wide  and  6  inches  long  cut  in  it  (having  also  ventilating  holes),  the 
box,  with  slit  toward  observing  station,  to  be  firmly  fixed  in  place  at 
a  distance  from  the  station  of  at  least  a  mile.  At  the  time  of  obser- 
vation a  lamp  or  candle  is  to  be  placed  in  the  box.  The  angle  be- 
tween the  mark  and  one  of  the  triangulation  stations  should  be  meas- 
ured in  the  usual  manner. 

17.  Angles  at  each  station  must  be  reduced  to  center  of  permanent 
mark  in  the  field  in  order  to  test  triangle  closures.  Arbitrary  adjust- 
ments and  preliminary  computations  should  also  be  made  in  the 
field.  All  computations,  except  distances  and  coordinates,  must  be 
in  book  9-889. 

18.  Keep  a  careful  plot  of  the  work  on  a  scale  of  10  miles  to  an 
inch,  and  each  month  send  a  copy  with  monthly  report,  indicating 
angles  measured  by  the  usual  signs.  In  regions  where  an  adequate 
map  is  not  obtainable  the  triangulator  must  make  a  reconnaissance 
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plane-table  survey  showing  salient  topographic  features,  drainage, 
roads,  trails,  and  the  location  of  stations. 

19.  On  fly  leaf  of  each  notebook  write  an  index  of  contents  of 
book,  and  state  make  and  number  of  theodolite  used. 

20.  Special  attention  must  be  paid  to  the  location  of  county  court- 
houses, section  and  county  comers,  and  State-line  marks. 

21.  IJseful  locations  can  often  be  made  by  the  "  three-point 
method,"  the  theodolite  being  set  up  for  the  purpose  while  going  to 
or  from  stations. 

22.  Keep  in  view  the  fact  that  station  names  are  to  be  published, 
and  select  such  as  have  local  significance. 

27.   PftlMABT  TBAyEB8E.a 

1.  The  instruments  to  be  used  are  a  20"  or  30"  transit;  one  300- 
foot  steel  tape  graduated  to  feet  for  6  feet  at  either  end ;  one  spring 
balance;  one  100- foot  steel  tape;  two  thermometers;  four  hand  re- 
corders; two  flag  poles,  and  one  good  watch. 

2.  The  party  should  consist  or :  One  chief,  as  transitman ;  one  re- 
corder; two  tapemen,  either  of  whom  may  act  as  front  or  rear  flag- 
man, and  one  nagnian. 

3.  At  each  station  the  transitman  should  proceed  as  follows:  Set 
telescope  on  rear  flag,  read  both  vcwmiers,  transit  telescope,  set  on 
front  nag,  and  read  both  verniers.  Shift  the  circle  and  remeasure  the 
same  angle  with  telescope  reversed.  If  the  two  angles  thus  meas- 
ured diflfer  more  than  60",  repeat  the  operation. 

4.  Along  a  railroad  the  operation  of  measuring  is  to  be  conducted 
as  follows :  The  front  tapeman  puts  a  20-pound  tension  on  the  front 
end  of  the  300- foot  tape  with  a  spring  balance.  He  makes  a  chalk 
mark  on  the  rail,  or  places  a  tack  or  nail  on  a  tie,  stake,  or  measur- 
ing board,  under  the  300-foot  mark  for  full  tape  lengths,  and  under 
the  fractional  graduation  at  stations.  The  distance  which  he  records 
is  checked  by  the  transitman,  and  at  least  one  other  member  of  the 
party.  The  tack  or  nail  is  left  surrounded  by  conspicuous  chalk 
marks,  and  the  same  process  is  continued. 

5.  The  rails  shoula  be  counted  by  two  other  members  of  the  party, 
who  also  check  the  number  of  tape  lengths  at  the  first  opportunity. 
Each  station  should  be  marked  by  a  small-headed  tack  or  pricking 
needle  through  a  piece  if  white  paper  or  cloth,  its  number  being 
chalked  on  the  rail  near  where  it  falls.  The  distance  between  sta- 
tions should  be  limited  to  the  visibility  of  the  flag  poles.  Rails  or 
center  of  track  must  not  be  used  as  alignment  sights. 

6.  Along  highways  or  open  country  the  tape  should  be  kept  level. 
On  steep  slopes  a  plumb  bob  must  be  used,  either  to  bring  the  tape 
vertically  over  an  established  point  or  to  establish  a  new  one,  as  tne 
case  may  be.  Tape  leng:ths  are  marked  on  the  measuring  board,  tie, 
or  stake  with  the  prickmg  needle.  Where  slopes  are  so  steep  as  to 
render  the  leveling  of  the  300- foot  tape  impracticable  a  shorter  tape 
must  be  used. 

7.  The  chief  and  two  other  members  of  the  party  must  keep  an 
independent  count  of  tape  lengths.     The  temperature  of  the  tai)e 
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must  be  taken  every  hour  in  the  day.    Stations  should  be  made  at 
even  tape  len^hs  whenever  practicable. 

8.  Observations  for  azimuth  must  be  made  at  close  of  each  day^b 
work  when  possible,  and  azimuth  stations  should  be  not  more  than 
10  miles  apart,  except  on  long  tangents. 

9.  An  azimuth  oDservation  must  consist  of  not  less  than  three 
direct  and  three  reverse  measures  on  three  parts  of  the  circle  between 
Polaris  and  an  azimuth  mark,  to  be  made  at  any  hour,  but  preferably 
near  elongation,  and  the  place,  date,  time,  and  watch  error  should  l>e 
recorded. 

10.  The  watch  should  be  compared  with  standard  time  often 
enough  to  determine  its  error  within  ten  seconds. 

11.  Where  the  line  traversed  is  very  crooked  the  instrument  should 
be  fitted  for  observation  of  solar  azimuths,  and  these  should  be  made 
at  least  twice  in  each  day,  weather  permitting,  in  addition  to  Polaris 
observations. 

12.  The  record  must  contain  a  description  of  the  starting  point  of 
the  line  and  the  beginning  and  ending  of  each  day's  work ;  also  loca- 
tion of  each  railroad  station,  milepost,  and  switch  passed,  and  wagon 
road,  stream,  land  or  county  line  crossed,  and  connection  with  comers 
of  the  public-land  surveys. 

13.  Two  permanent  marks,  either  the  iron  posts  or  the  standard 
tablets  of  the  Survey,  should  be  placed  not  less  than  500  feet  apart 
at  the  beginning  and  end  of  each  line,  also  at  prominent  junction 
points  from  which  other  primary  control  lines  may  be  started.  In 
addition  distinctive  temporary  marks  must  be  left  at  each  road 
crossed  bv  the  line  and  at  important  road  forks  also.  These  should 
consist  or  a  copper  nail  in  blazed  post,  stump,  or  tree.  A  complete 
description  ana  detailed  sketch  of  tnese  should  be  entered  in  the  note- 
book. 

14.  Permanent  marks  of  some  kind  should  be  left  at  such  points 
passed  during  cloudv  or  unfavorable  weather  as  it  may  be  necessary 
to  return  to  for  the  oDservation  of  alsimuths. 

15.  Observations  for  magnetic  declination  must  be  made  at  several 
points  in  the  course  of  a  season's  work,  especially  at  county  seats. 

16.  A  complete  record  must  be  kept  by  the  transitman  in  book 
9-928,  and  a  separate  record  of  tape  lengtlis  by  the  front  tapeman. 

17.  No  primary  traverse  line  can  be  accepted  until  checked,  either 
by  completing  a  circuit  or  by  connecting  with  one  or  more  accurately 
located  points  (astronomic,  triang^ation,  or  traverse). 

18.  Permanent  marks,  preferably  the  standard  bench-mark  posts, 
must  be  set  at  intervals  not  exceeding  8  miles,  especially  should  one 
be  set  at  prominent  junction  points  from  which  other  primary  con- 
trol lines  may  be  started. 

19.  On  lines  for  the  control  of  sheet  borders  such  a  mark  should 
be  set  near  the  corner  of  each  quadrangle  and  midway  between  the 
comers,  all  such  marks  bein^  turning  points  in  the  instrument  line. 

20.  If  level  bench  marks  liave  already  been  established  along  the 
route  of  survey  they  should  be  tied  to,  and  may  thus  serve  as  perma- 
nent narks. 

21.  Write  in  orifi^inal  notebook  full  and  definite  descriptions  of  per- 
manent marks  anaof  other  points  for  which  positions  are  to  be  com- 
puted, together  with  a  sketch  giving  distance  in  feet  to  the  nearest 
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object  which  can  be  identified,  such  as  mileposts,  schoolhonses, 
churches,  ferries,  bridges,  farmhouses  with  names,  fences,  gates, 
prominent  trees,  etc. 

22.  Trees,  fence  posts,  etc,  along  the  traverse  line  should  either  be 
blazed  or  painted,  so  that  the  topographer  will  have  no  difficulty  in 
following  the  route. 

23.  The  transit  notes  should  be  recorded  in  the  foUov^ing  manner: 


Stations, 
distance 
between. 

Pointings:  Back  and 
transited. 

Mean 
pointing. 

Deflection 
angle. 

Comp. 

azi- 

math. 

RemArkB. 

Vernier 
A. 

Vernier 
B. 

892 

100  raUs. 
2,975  feet. 

393 

39  rails. 

1,197  feet. 

9        t        » 

65  48  00 
65  02  00 

9        t        » 

245  48  00 
245  02  00 

9        t        » 

65  48  00 
65  02  00 
65  02  00 

64  16  00 

64  16  00 
08  57  30 
68  57  30 

73  39  00 

o       #       # 

046  00 

11  a.  m.  TV*. 

76  road  crooa- 
ing. 

12  m.  73». 

On    road 
crossing. 

046  00 

64  16  00 

f  64  16  00 
68  57  30 

244  16  00 

244  16  00 
248  57  30 

-0  46  00 
4  41  30 

4  41  30 

73  39  00 

253  39  00 

+4  41  30 

28.  Spibtt  Levelinq.a 

1.  A  sufficient  amount  of  accurate  spirit  leveling  should  be  done  to 
insure  the  placing  of  at  least  two  standard  bench  marks  in  each 
township  or  equivalent  area  surveyed,  except  in  forest-clad  and 
mountain  areas;  and  these  bench  marlcs  shall  be  established,  when- 
ever practicable,  near  the  township  corners  of  the  public-land  surveys. 

2.  For  each  general  locality  or  field  work  some  centrally  situated 
place  should  be  chosen  in  which  an  elevation  above  sea  level  can  be 
determined  with  approximate  accuracy  from  railroad  or  other  sur- 
veys. In  this  place  are  to  be  established  two  central  datum  bench 
marks,  preferably  tablets  cemented  in  some  solid  masonry  structure, 
to  which  will  be  referred  all  other  bench  marks  in  the  neighborhood. 
A  reference  mark  for  each  of  these  benches  must  be  estabnshed. 

3.  Standard  bench  marks  established  in  the  course  of  the  work 
should  be  so  located  that,  like  the  central  datum  benches,  they  will 
not  be  liable  to  injury  or  disturbance,  yet  should  be  so  prominently 
situated  that  they  will  be  easy  to  find.  They  must  consist  of  alumi- 
num tablets  fastened  with  ^^ortland  cement  into  solid  rock  or  ma- 
sonry structures,  as  the  foundations  of  buildings  or  bridge  piers;  or 
of  the  standard  bronze-capped  iron  posts,  which  should  be  so  set  in 
the  ground  as  to  project  about  1  foot.  Along  level  lines  standard 
bench  marks  should  be  set  about  3  miles  apart.  The  intersection  of 
the  cross  lines  is  the  bench  mark. 

4.  Primary  level  lines  may  be  run  with  two  rodmen  and,  when 
necessarj^,  a  bubble  tender.  Wherever  practicable  such  lines  should 
be  run  in  circuits  which  will  check  back  upon  themselves  or  other 
lines.  Where  spur  lines  are  run  they  should  be  checked,  preferably 
by  rerunning  in  the  opposite  direction. 

•  Approved  April  28,  1901. 
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5.  Single-rodded  tinea, — ^Levelmen  and  rodmen  must  keep  separate 
notes  and  no  comparisons  should  be  made  until  the  record  is  com- 

Elete.  If  the  results  differ  more  than  0.001,  each  must  read  the  rod 
Bfore  comparing  anything  but  results.  All  notes  must  be  recorded 
directly  in  the  notebook.  Separate  pieces  of  paper  for  figuring  or 
temporary  records  must  not  under  any  circumstances  be  used.  For  a 
given  H.  I.,  rodman's  notes  must  be  at  least  two  lines  lower  down 
page  than  levelman's,  and  they  should  not  turn  over  leaf  at  the  same 
time. 

6.  Work  on  primary  lines  must  not  be  carried  on  during  high 
winds  or  when  the  air  is  "  boiling  "  badly.  During  very  hot  weather 
an  effort  should  be  made  to  get  to  work  early  and  to  remain  out  late, 
rather  than  to  work  during  midday. 

7.  Fore  and  back  sights  should  be  of  equal  lengthy  and  no  sight 
over  300  feet  ^ould  be  taken,  except  under  unavoidable  circum- 
stances, as  in  crossing  rivers,  etc.  Under  such  conditions,  having 
established  turning  points  on  both  sides  of  the  stream  or  valley  and 
without  changing  the  adjustment  of  the  level,  make  a  set  up  on  each 
bank  about  20  feet  from  the  turning  point,  taking  first  a  backsight  to 
near  and  foresight  to  distant  turning  point,  then  cross  stream  or  val- 
ley and  take  a  backsight  to  distant  and  foresight  to  near  turning 
point,  thus  determining  the  elevation  of  second  turning  point  by 
short  backsight  and  long  foresight  and  also  by  long  backsight  and 
short  foresi^t.  The  mean  of  these  determinations  will  be  the  true 
elevation. 

8.  If  it  is  impracticable  to  take  equal  fore  and  back  sights,  as  soon 
as  the  obstacle  is  passed  take  enough  unequal  sights  to  make  each  set 
balance.  In  this  case  extra  care  must  be  taken  to  insure  correct 
adjustment  of  the  level,  which  must  not  be  changed  until  the  sights 
have  been  balanced. 

9.  Distances  along  a  railroad  can  be  obtained  by  counting  rails  and 
pacing  when  rails  of  different  length  from  the  ordinary  30- foot  rail 
are  encountered.  At  other  times  stadia  or  pacing  may  be  used  accord- 
ing to  the  quality  of  the  work.  The  distances  in  miles  of  both  fore 
and  back  sights  must  be  recorded  in  both  notebooks  in  the  proper 
columns.  The  pace  of  the  average  man  is  about  2,000  to  the  mile — 
thus,  if  each  time  the  right  or  the  left  foot  strikes  the  ground  is 
counted,  it  will  correspond  to  0.001  of  a  mile. 

10.  The  tripod  clamping  screws  must  be  loosened  when  the  instru- 
ment is  set,  and  tightened  only  after  the  legs  are  firmly  placed. 
Always  level  the  instrument  exactly  before  setting  the  target.  After 
setting  it  and  before  giving  the  signal  "  all  right "  examine  the  level 
bubble.    If  found  to  be  away  from  center,  correct  and  reset  target. 

11.  The  level  must  be  adjusted  daily,  or  oftener  if  necessary.  The 
adjustment  of  the  line  of  coUimation  and  of  the  level  tube  is  especially 
important. 

12.  Provide  rodmen  with  conical  steel  pegs,  6  to  12  inches  long,  with 
round  heads,  to  be  used  as  turning  points.  Never  take  turning  points 
on  rails  or  ties  or  between  them.  Always  drive  the  pegs  firmly  into 
the  ground. 

13.  When  the  rod  is  lengthened  beyond  6.5  feet,  both  the  rodman 
and  the  levelman  must  examine  the  setting  of  the  target  as  well  as  the 
reading  of  the  rod  vernier.  When  the  rod  is  closed  see  that  the  rod 
vernier  indicates  6.5  feet,  not  depending  upon  the  abutting  end  to 
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bring  it  back  to  place.    Keep  the  lower  end  of  the  rod  and  the  top  of 
the  turning  point  free  from  mud  and  dirt 

14.  Plumbing  levels  must  alwaj^s  be  used  and  kept  in  adjustment, 
and  lon^  extensions  of  the  rod  avoided. 

15.  The  limit  of  error  in  feet  should  not  exceed  0.05 

^distance  in  miles. 

16.  When  errors  are  discovered  as  the  work  progresses  they  must 
be  reported  at  once. 

17.  Standard  bench  marks  alonff  a  railroad  or  highway  should, 
when  practicable,  be  placed  outside  the  right  of  way  or  roadway. 
Bench  marks  on  culverts,  bridges,  etc,  are  specially  liable  to  removal 
duringchanges  of  the  roadbed. 

18.  Endeavor  to  so  locate  standard  bench  marks  that  the  observed 
elevation  shall  be  within  one-tenth  foot  of  the  marked  elevation.  The 
figures  of  elevation  must  be  stamped  well  into  the  metal  cap,  before 
the  word  "  feet,"  and  to  the  nearest  foot  only,  likewise  the  proper 
letters  before  the  word  "  datum." 

19.  Place  standard  bench  marks  near  all  important  lakes  and  reser- 
voirs. Wherever  it  is  impossible  to  make  the  standard  bench  mark  a 
turning  point  in  the  line,  two  temporary  bench  marks  should  be  left 
and  the  line  tied  to  both  when  setting  the  standard  bench  mark. 
Connection  should  be  made  with  any  additional  bench  marks  in  the 
vicinity  in  starting  or  closing  a  line  of  levels,  particularly  if  the  bench 
mark  imows  any  sign  of  disturbance. 

20.  Leave  bench  marks  at  frequent  intervals  marked  so  that  they 
can  be  easily  identified.  They  may  be  plainly  chiseled  squares  on 
solid  rock  or  masonry,  or  a  copper  nail  may  be  driven  in  a  knuckle 
cut  on  the  root  of  a  tree,  or  any  place  where  the  mark  will  not  be  dis- 
turbed may  be  selected.  One  such  bench  mark  and  at  least  one  addi- 
tional elevation  for  each  mile,  well  distributed  along  the  line,  should  be 
left,  preferably  near  roa(t  junctions.  These  should  be  marked  in  con- 
spicuous places  with  large  figures,  with  a  good  quality  of  thoroughly 

mixed  white  lead  or  red  paint.     For  bench  marks  use :  I  elevat; 

Where  by  reason  of  the  entire  absence  of  any  natural  objects  for  bench 
marks,  it  is  necessary  to  make  use  of  a  substitute,  pieces  of  1-inch  gas 

Eipe  about  20  inches  long,  with  a  metal  cap  on  one  end,  may  be  used, 
[ake  notas  opposite  all  elevations  at  crossing  of  railroads,  summits, 
bridges,  and  junctions  of  roads,  and  in  front  of  railway  stations  and 
public  buildings,  and  also  upon  such  facts  as  will  aid  the  topographer 
m  his  work.  The  date  and  time  should  be  included  in  the  description 
relating  to  all  water-surface  elevations;  if  the  latter  are  difficmt  of 
access,  they  may  be  taken  by  tape  measurements. 

21.  Contour  crossings  corresponding  to  the  interval  used  should 
be  marked  on  the  ground  in  such  a  manner  as  to  be  readily  recog- 
nized by  the  topographer  or  traverseman  who  follows.  The  same 
side  of  the  road  should  always  be  used  for  these  markings,  especially 
in  desert  countries,  where  the  north  or  east  side  is  preferable. 

22.  Use  the  regular  Survey  level  books.  No.  9-903;  keep  full  de- 
scriptive notes  on  title-page  of  every  book,  giving  names,  dates,  etc. 
Each  man  should  be  responsible  for  his  own  notebook,  and  under  no 
circumstances  should  erasures  be  made,  a  single  pencil  line  being 
drawn  through  erroneous  records. 
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23.  Levelmen  must  number  their  notebooks  consecutively,  using 
numbers  that  do  not  conflict  with  those  used  by  other  levefmen  for 
the  same  quadrangle.  ' 

24.  Level  and  rod  books  must  be  balanced  daily  for  distances  and 
rod  readings.  At  the  bottom  of  each  page  and  at  the  end  of  a  day's 
work,  the  levelman  and  rodman  must  each  add  up  the  column  of 
distances  and  of  foresight  and  backsight  rod  readings,  and  apply 
the  differences  between  the  same,  with  the  proper  sign,  to  the  orig- 
inal elevation  from  which  the  day's  work  commenced,  thus  checking 
the  result  obtained  by  the  separate  additions  and  subtractions.  The 
check  must  under  no  circumstances  be  omitted,  all  the  figuring  to 
appear  on  the  right-hand  pa^  of  the  book.  Side  sights,  determin- 
ing elevations,  should  be  put  m  column  marked  "  Sta?' 

5.  In  the  description  of  a  bench  mark  first  give  its  distance  and 
direction  from  some  point  on  the  line  within  a  few  miles,  such  as 
post-office,  villages,  stations,  etc. ;  such  distances  to  be  given  in  miles 
and  tenths.  Then  its  distance  and  direction  from  near-by  objects, 
such  as  roads,  parks,  streams,  houses,  fences,  mileposts,  gates,  etc.; 
these  distances  to  be  noted  in  feet.  If  other  than  an  iron  post  or 
tablet,  state  fully  the  size  of  the  nail  or  spike,  and  whether  in  side, 
root,  or  bottom  of  tree,  giving  kind  of  tree  and  diameter  in  inches. 
If  other  objects,  as  telegraph  poles  or  stone  bowlders,  are  used,  de- 
scribe the  markings  fmlv.  A  plan  should  be  made  of  standard 
bench  marks  in  both  level  and  bench-mark  description  books.  Full 
descriptions  of  all  bench  marks  and  useful  elevations,  with  such 
.<iketches  as  may  be  needed,  should  be  kept  in  ink  in  the  bench-mark 
book  No.  9-916,  at  the  close  of  each  day's  work.  In  no  case  must 
the  copying  be  allowed  to  get  more  than  one  week  behind  the  field 
work.  If  standard  bench  marks  are  not  established  when  the  line  is 
first  run,  spaces  should  be  reserved  for  descriptions  to  be  added  later, 
thus  keeping  descriptions  in  the  order  in  which  the  bench  marks 
occur.  Give  at  frequent  intervals  a  brief  description  of  line,  espe- 
cially when  changing  direction,  and  when  circuits  are  closed  give 
errors  and  length  of  circuits  by  pa^  references  to  connecting  points. 
Make  a  plan  of  all  lines  and  circuits,  using  the  pages  near  the  back 
of  the  bench-mark  book  for  each  atlas  sheet  or  group  of  circuits. 
On  the  plan  indicate  the  names  of  a  sufficient  number  of  places  to 
readily  identify  the  line.  If  there  are  public-land  surveys,  show  the 
position  of  the  line  in  the  township.  Alongside  of  each  line  give 
reference  to  page  where  line  is  recorded.  All  levelmen  should  mark 
the  elevations  obtained  by  them  on  some  form  of  road  map  as  well 
as  the  page  and  book  in  which  the  notes  will  be  found  along  each 
line,  to  be  used  as  an  index  and  to  be  filed  with  field  material. 

26.  Douhle-rodded  lines. — In  running  single  primary  lines  with 
two  rodmen,  they  should  hold  on  turning  points  10  to  20  feet  apart, 
but  each  at  equal  distances  for  fore  ana  back  sights;  otherwise  the 
above  instructions  are  to  be  observed  with  the  following  modifi- 
c»ations : 

27.  The  instrument  must  be  shaded  at  all  times. 

28.  The  backsight  points  must  not  be  moved  until  the  levelman 
has  set  targets  on  the  new  foresights,  so  that  there  shall  be  in  the 
ground  at  all  times  two  turning  points  the  elevations  of  which  are 
known. 
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29.  Bench  marks  left  at  tennination  of  work  at  night,  or  for  rain 
•or  other  cause,  should  be  turning  points  in  the  continuous  line. 

30.  Flying  levels.- — Instructions  under  primary  levels  regarding 
bench  mar^,  elevations,  etc,  are  to  be  followed  m  flying  levels,  ex- 
cept that  the  bench  marks  need  not  be  of  such  a  substantial  diar- 
acter  and  are  to  be  marked  "  T.  P."  instead  of  "  B.  M." 

31.  The  levelman's  notes  are  to  be  kept  as  directed  for  primary 
levels,  but  the  rodman  is  not  re<][uired  to  keep  check  notes,  except  a 
copy' of  the  bench-mark  descriptions. 

29.    SeOONDABY  TSAVEBS& 

1.  Traversing  consists  of  much  more  than  the  getting  of  direction 
and  distance,  though  these  are  the  absolutely  essential  features.  Next 
in  importance  is  the  drawing  of  long  direction  lines  for  intersection 
on  houses,  stream  crossings,  wood  outlines,  etc. 

2.  Traversemen  must  keep  on  hand  traverse  record  books  9-896,  and 
on  long  sights  will  make  a  sketch  of  the  road  traversed  and  record 
the  distance  to  houses,  stream  crossings,  and  wood  outlines ;  also  show 
how  houses  are  placed  in  regard  to  the  road  or  line  of  sight,  and,  as 
nearly  as  possible,  the  angle  made  by  woods  and  streams  with  the 
road  traversed,  in  order  that  when  they  make  a  station  these  data 
can  be  properly  transferred  to  the  traverse  sheet.  This  transfer 
should  be  made  station  by  station  and  not  left  until  night  or  a  rainy 
day. 

3.  After  the  traverse  is  completed  as  far  as  the  immediate  road  is 
concerned,  the  traverseman  should  then  concern  himself  with  getting 
locations  of  prominent  objects  between  roads,  as  these  will  aid  in 
adjusting  ana  sketching.  Sights  should  be  taken  to  prominent  hill- 
tops, corners  of  woods,  prominent  trees,  etc.,  and  appropriate  symbols 

should  be  attached  when  intersected ;  thus :  O  for  hilltops,  ^  for  fir 

trees,  ^  for  deciduous  trees,  /*  for  stumps,  (^  for  hilltops  with 
flags.  If  trees  are  intersected  which  are  not  on  hilltops,  they  should 
be  noted  thus:  (n^  showing  approximately  their  relation  to  the  top. 

If  a  spur  and  not  the  main  top  is  located,  represent  it  thus: 

All  schoolhouses  and  churches  should  be  accurately  located  and  rep- 
resented   thus:  6   for  schools,  J  for  churches.     Town,  county,  and 

other  political  or  public-land  lines  should  be  shown  where  they  cross 
roads  or  are  otherwi-;e  accessible.  All  small  ponds  near  roads  should 
be  traversed  to  and  surveyed,  if  necessary,  on  foot.  Generally,  barns 
or  sheds  grouped  about  a  dwelling  house  should  not  be  indicated  on 
the  traverse  sheet,  although  as  an  aid  to  sketching  it  is  often  desir- 

able  to  note  locations  of  large  barns  and  windmills  thus:    ^^^°^>ISa 

On  roads  where  there  are  few  houses,  barns  should  be  noted  with 
symbol :  □  Fence  lines  thus :  _uj__fei — -  Do  not  try  to  make  trav- 
erses close  if  they  do  not  properly  do  so,  but  show  them  unconnected, 
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thus: 


Show  wood  lines  and  areas  by  crinkled 


line,  thus :  \ |      On  roads,  or  lines  of  traverse  where  there  is  little 

detail,  summits  may  be  shown  thus :   ^^ — ^ — ^^. 

4.  Where  traverse  is  run  over  roads  which  have  been  recently 
leveled,  note  elevations  marked  on  fences,  at  sunmiits,  bridges,  cor- 
ners, etc.,  and  record  same  on  traverse  sheet. 

5.  Do  not  have  unconnected  circuit  junctions  occur  in  towns  or 
villages. 

6.  Houses  when  separated  by  spaces  larger  than  the  houses  them- 
selves should  be  shown  on  the  maps  as  detached,  even  though  the  full 
number  of  houses  can  not  be  indicated. 

7.  Streams  should  be  sketched  in  near  the  roads  as  accurately  as  the 
skill  and  experience  of  the  traverseman  will  permit.  Especially 
should  streams  crossing  and  recrossing  roads  traversed  in  ravines  or 
^llies  be  sketched,  and  junctions  shown  with  side  streams.    Thus: 


8.  All  of  the  traverse  sheet,  except  that  in  use,  should  be  kept 
covered  in  brown  paper,  and  on  the  under  side  of  the  sight  alidade 
should  be  pasted  a  tnin  piece  of  cloth  or  paper.  The  name  of  the 
quadrangle  being  mapped,  and  the  traverseman's  name  and  address, 
as  well  as  that  ot  the  party  chief,  should  in  the  beginning  be  plainly 
written  on  the  corner  of  the  traverse  sheet. 

9.  Names  of  villages,  streams,  hills,  etc.,  should  be  obtained  in  the 
field  as  far  as  possible — especial  care  oeing  taken  to  get  correct  spell- 
ing— and  be  written  plainly  on  the  traverse. 

10.  The  true  measure  of  a  traverseman's  ability  is  the  fidelity  and 
correctness  with  which  he  shows  to  scale  all  the  foregoing  facts,  so 
that  the  topographer  who  follows  can  go  ahead  with  his  sketching 
without  the  necessity  of  correcting  location  of  houses,  woods,  streams, 
hilltops,  etc.,  or  of  retraversing  faulty  work. 

EXAMPLE  OF   TRAVERSE. 
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29a.  Stadia  Travebse  with  Sretchino.« 

1.  Traverse  surveys  consist  of  the  measurement  of  distances  bv 
ineans  of  stadia  or  tape;  of  directions  by  compass  or  fore  and  back 
sights  I  of  elevations  oy  means  of  vertical  angles  or  levels;  of  the 
sketching  of  the  topography  visible  from  the  fine,  and  of  the  inter- 
secting or  prominent  objects  that  can  be  seen  from  two  or  more  points 
on  the  line. 

2.  This  work  is  usually  to  be  done  with  16  by  16  inch  or  18  by  24 
inch  plane-table  board;  stadia  rod,  graduated  to  feet;  telescopic  ali- 
dade, having  stadia  wires  set  to  cover  5  feet  on  a  rod  500  feet  aistant 
For  directions,  a  compass  will  be  used  unless  instructions  to  the  con- 
trary are  issued.  The  compass  may  be  attached  to  the  board  or  ali- 
dade, or  properly  placed  on  a  fixed  line  on  the  paper.  Directions 
should  be  checked  by  three-point  intersections,  with  orientation  on 
located  points  whenever  possiole. 

3.  It  IS  necessary  that  the  stadia  wires  give  the  correct  reading  on 
rod.  Therefore,  before  work  is  commenced  they  must  be  tested  on  a 
measured  base  not  less  than  500  feet  in  length,  and  if  an  error  is 
found  a  correction  must  be  applied  to  each  distance  measured.  Meas- 
urements should  be  counted  from  the  center  of  the  instrument,  disre- 
garding the  correction  for  focal  length. 

4.  The  rod  should  be  12  to  14  feet  in  length,  with  hinged  joint.  It 
should  be  divided  into  1-foot  intervals,  painted  red  and  white  alter- 
nately, and  one  or  more  foot  spaces  divided  into  fifths  or  tenths  by 
V-shaped  marks.     It  should  be  carefully  plumbed  when  in  use* 

5.  It  is  essential  that  perfect  adjustment  be  maintained  for  colli- 
mation  and  striding  level.  The  cross  wires  must  be  kept  in  focus 
and  the  telescope  focused  on  the  rod  for  each  reading. 

6.  \Miere  elevations  are  determined  by  vertical  angles,  a  mark  on 
the  rod  at  mean  height  of  instrument  (4^  feet)  should  always  be 
sighted,  thus  eliminating  the  necessity  for  a  correction.  For  all 
angles  over  5°,  or  for  small  angles  where  the  distance  is  great,  a  cor- 
rection for  reduction  to  horizontal  must  be  applied.  The  rod  must 
in  all  cases  be  held  in  a  vertical  position.  Approved  stadia  tables 
must  be  used  for  all  calculations  of  distance  or  elevation. 

7.  Whenever  possible,  as  in  regions  of  low  relief,  elevations  should 
be  determined  by  using  alidade  as  a  level  and  the  stadia  rod  as  a 
leveling  rod.  The  use  of  vertical  angles  may  be  avoided  by  what  is 
called  the  *'  stepping  method/'  as  follows: 

In  establishing  a  stadia  station  the  rod  is  held  up  at  a  distant  point, 
wliich  gives  a  stadia  intercept  of,  say,  5.2  feet.  After  making  this 
reading  in  the  usual  manner,  level  the  alidade  and  note  some  object — 
near  or  far — that  is  on  a  line  with  the  middle  horizontal  cross  hair 
(re focus  if  necessary  to  get  a  sharp  image  of  object,  as  a  spot  on  a  dis- 
tant tree,  cloud,  or  rock).  Assume  that  the  whole  rod  is  below  the 
field  of  view.  Fix  position  of  telescope;  keep  one  hand  on  the  focus- 
ing screw,  while  the  other  hand  is  on  tangent  screw.  Move  the  tele- 
scope by  means  of  the  latter  screw  until  the  upper  cross  wire  inter- 
sects the  spot  selected.  If  the  rod  is  still  out  of  view,  select  a  new 
spot  cut  by  lower  cross  wire.  Keep  careful  account  of  the  number  of 
full  moves  made,  and  read  the  foot  mark  on  rod  intercepted  by  lower 

•  Approved  April  28, 1904. 
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cross  wire  at  last  move.  Suppose  two  moves  were  made  and  that 
the  point  9.5  on  rod  is  cut  by  lower  wire  after  last  shift ;  then  from 
the  spot  cut  by  the  center  cross  wire  when  telescope  was  level  down  to 
foot  of  rod  is  2X5.2+9^  feet =19.9  feet  vertically  at  the  distance  of 
520  feet.  Similarly,  for  lower  rod  points  count  upward  until  the 
upper  cross  wire  cuts  the  rod.  By  this  means  the  difference  between 
height  of  telescope  and  ground  at  rod  point  is  determined,  which 
must  be  corrected  for  H.  L  Considerable  care  is  needed  not  to  forget 
the  number  of  moves  made  and  the  spots  selected.  Keep  the  eye  at 
telescope  while  moving  it  with  tangent  screw. 

8.  Under  exceptional  conditions  only  should  sights  more  than 
1,800  feet  in  len^h  be  taken.  All  sights  are  to  1^  taken  in  feet 
and  the  distance  plotted  with  the  proper  foot  scale,  not  converted  into 
miles. 

9.  For  long  sights  a  reading  of  the  telescope  and  level  direct, 
repeated  with  both  reversed,  must  be  made  in  order  to  eliminate 
errors  of  coUimation  and  level,  the  mean  result  being  adopted. 

10.  Elevations  should  be  computed  and  the  sketcning  completed 
at  each  station.  Particular  attention  must  be  paid  to  the  location 
of  prominent  points  near  the  line  by  intersection,  including  both 
topographic  und  cultural  features,  to  all  of  which  vertical  angle 
readmgs  should  be  taken.  A  careful  outline  of  the  road  traversed 
and  01  all  adjacent  streams  must  be  drawn,  even  though  the  sight 
lines  cut  across  one  or  more  bends. 

11.  Accurate  location  and  elevation  of  houses,  stream  crossings, 
road  intersections,  trails  and  bridges  including  both  ends  of  those 
over  large  streams)  must  be  determinea.  Houses  when  separated  by 
spaces  larger  than  the  houses  themselves  should  be  shown  on  the  maps 
as  detached  (even  though  the  full  number  of  houses  can  not  be 
indicated). 

12.  In  regions  where  road  and  cultural  features  are  few  it  is  neces- 
sary that  stations  or  rod  points  be  conspicuously  marked  at  frequent 
intervals,  by  a  small  cairn,  blazed  tree,  stake,  or  painted  bowlder. 
Record  of  the  mark,  giving  elevation,  must  be  made  in  notebook  and 
on  sheet. 

13.  Do  not  " adjust"  circuit  closures,  but  show  them  disconnected, 
thus: 


and  so  arrange  the  work  that  circuits  will  not  end  in  towns  or  large 
villages. 

14.  Relief  must  be  shown  by  contour  lines,  using  the  adopted  inter- 
val, and  particular  attention  given  to  the  careful  sketching  of  detail. 
Show  timber  outlines  by  a  crinkled  line,  thus :  i — \ 

15.  Names  of  villages,  streams,  hills,  etc.,  should  always  be  obtained 
in  the  field  and  recorded  on  the  traverse  sheets,  especial  care  being 
taken  to  secure  correct  spelling. 

16.  When  it  is  first  used,  each  traverse  sheet  must  be  numbered 
and  the  record  form  filled  in.  When  completed  the  sheets  must  be 
carefully  inked,  using  the  standard  conventional  letters,  signs,  and 
colors. 
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90.  ToPOOBAFHic  Field  Wobk.« 

1.  All  primary  triangulation  points  and  primary  control  lines 
should  be  platted  on  each  atlas  sneet  previous  to  commencing  field 
work. 

2.  All  existing  map  material  should  be  diligently  sought  for ;  such 
of  this  as  may  be  of  value,  as  public-land  plats,  railroad,  v^ater- 
supply,  city.  Coast  Survey,  Army  Engineer,  or  other  public  or  private 
material,  should  be  carefully  compiled.  If  on  field  inspection  this 
proves  adequate,  it  should  be  brought  up  to  date  and  incorporated  in 
the  field  sheets. 

3.  On  each  atlas  sheet,  in  addition  to  primary  levels,  such  other 
elevations  should  be  obtained  instrumentallv  that  aneroids  when  used 
need  never  be  left  without  a  check  elevation  for  distances  exceeding 
2^  to  3  miles.  These  control  elevations  may  come  from  profiles  of 
railroads,  from  spirit  levels,  or  from  vertical  angulation. 

4.  Plane-table  triangulation  must  be  conducted  on  the  large  sheets, 
and  it  is  desired  that  as  fast  as  intersections  are  obtained  by  the 
topographer  the  vertical  heights  of  stations  and  intersected  points 
should  be  computed. 

5.  In  conducting  plane-table  triangulation,  as  many  prominent 
features  as  possible,  including  hilltops,  churches,  and  houses,  should 
be  intersected  in  order  to  furnish  connections  with  the  traverse  work, 
while  gaps  or  passes  and  salients  on  ridges  should  also  have  their 
positions  and  elevations  determined  from  the  plane-table  stations. 

6.  Secondary  topographic  control  must  precede  topographic  sketch- 
ing and  the  filling  in  of  minor  details  of  tne  map. 

7.  Field  sheets  must  be  as  few  in  number  and  as  large  as  the  char- 
acter of  the  topography  will  permit,  and  all  main  control  must  be 
adjusted  thereon;  this  to  be  done  before  the  filling  in  of  minor  de- 
tailed sketching  is  commenced.  These  minor  details  may  be  obtained 
by  traverse  on  separate  sheets,  but  must  at  once  be  transferred  to  and 
acl justed  on  main  field  sheets,  so  that  no  uncompleted  spaces  shall  be 
left  on  them  in  the  field. 

8.  The  stage  of  water  in  rivers  to  be  shown  on  the  topographic 
maps  is  to  be  that  which  exists  during  the  greater  portion  of  the  year 
and  represents  the  normal  condition  of  the  stream.  When  any  other 
condition  is  represented  an  explanatory  note  giving  stage  and  date 
should  be  inserted  in  the  legend. 

9.  The  topographer  in  charge  will  be  held  responsible  not  only  for 
the  quality  of  the  topographic  work,  but  also  for  the  quality  and  man- 
agement of  the  spirit  leveling  done  under  his  direction,  and  for  the 
location  and  marking  of  the  bench  marks,  each  of  which  he  should 
endeavor  to  examine  personally.  Standard  bench  marks  should  be 
indicated  on  field  sheet. 

10.  Only  so  much  of  the  field  sheets  should  be  inked  in  the  field  as 
can  be  done  with  sufficient  care  to  permit  of  their  being  accepted  as 
final  drawings  and  of  their  being  directly  photographed  or  photo- 
lithographed  (except  where  lana-survey  plats  are  used  as  field 
.sh(»ets).  Accordingly,  only  such  inks  should  be  used  as  will  photo- 
graph readily — mixed  burnt  sienna  for  contours,  black  for  culture, 
and  mixed  prussian  blue  for  drainage. 

•  Approved  April  28,  1904. 
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11.  A  full  record  must  be  made  on  the  title-page  of  each  notebook, 
stating  character  of  work,  locality,  atlas  sheet,  and  date  of  record; 
also  name  of  topographer  and  maker  of  notes. 

12.  Plats^  on  a  large  scale,  should  be  made  or  obtained  of  all  large 
cities,  showing  the  streets  and  houses  in  detail. 

13.  The  determination  and  spelling  of  names  of  streams,  mountain 
peaks,  villages,  and  other  places  of  note  should  receive  particular 
attention. 

14.  Plane-table  stations  must  be  numbered  consecutively  with 
Roman  numerals.  If  the  station  has  been  sighted  before  occupation, 
the  station  number  must  be  followed  by  the  number  of  the  sight  to 
it.  Sights  or  points  must  be  numbered  by  Arabic  numerals  consecu- 
tively; and  a  point  once  numbered  must  always  be  given  the  same 
numoer  whenever  recognized.  If  the  points  sighted  exceed  1,000  in 
number,  a  capital  M  shall  be  written  at  the  head  of  the  number  col- 
umn of  the  notebook.  This  rule  must  be  followed  by  all  members  of 
the  topographic  branch. 

15.  The  standard  conventional  signs  must  be  used  on  all  plane- 
table  and  traverse  sheets. 

ADDITIONAL   INSTRUCTIONS.* 

1.  The  location  of  highest  point  of  hills  and  ridges,  with  figures  of 
elevation  where  conveniently  obtainable.  This  point  is  to  be  shown 
on  field  map  by  a  brown  cross  or  other  appropriate  symbol. 

2.  Railroad  or  highway  cuts  and  fills,  rock  ledges,  bluffs,  cliffs,  cut 
banks  of  streams,  etc.,  exceeding  5  feet  in  height,  to  be  located  in 
the  field,  and  indicated  on  original  drawings  by  contours  where  the 
contour  interval  will  permit,  otherwise  by  hachures  or  other  appro- 
priate symbol. 

3.  Overhead,  underhead,  and  level  crossings  of  railroads  and  high- 
ways to  be  indicated  on  original  drawings  by  breaking  the  feature 
passing  under  for  one-fiftieth  inch  either  side,  as  shown  in  standard 
symbols. 

4.  Passing  of  streams  under  roads  or  railroads  to  be  indicated  on 
original  drawings  by  red-ink  bridge  symbols,  where  latter  are  not  to 
be  engraved. 

5.  Careful  thought  should  be  given  to  the  use  of  intermittent  drain- 
age symbol,  especially  where  same  indicates  the  position  of  arroyos, 
cut-bank  washes,  drainage  ditches,  etc.,  too  shallow  to  permit  of  rep- 
resentation by  contouring  or  other  symbol. 

C.  Special  care  should  be  exercised  in  mapping  the  outlines  of 
wooded  areas.  Wooded  areas  must  be  mapped  with  accuracy,  as 
they  are  to  be  shown  upon  the  engraved  sheets. 

7.  Indicate  upon  field  maps,  within  limits  of  scale,  the  boundaries 
of  cemeteries,  with  appropriate  symbol,  in  order  that  they  may  be 
engraved  upon  all  published  sheets. 

8.  Party  chiefs  will  be  held  responsible  for  noncompliance  with 
"  Instructions  "  regarding  the  placing  of  the  full  number  of  standard 
bench  marks. 

31.  Preparation  of  Sheets  for  Enoraving.o 

1.  The  field  sketch  sheets,  after  inking  in  the  office,  shall  become, 
as  far  as  practicable,  the  field  records  and  final  drawings. 

•  Approved  March  1,  1905. 
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2.  Field  sketch  sheets  shall  consist  of  half  sheets  or  quarter  sheets. 
The  paper  sdiiould  be  kept  as  dean  as  possible,  that  there  may  be 
sharp  contrasts  between  its  color  and  that  of  the  inked  lines. 

3.  The  sheets  must  be  inked  clearly  and  carefully,  with  uniformity 
throughout,  and  in  such  manner  as  to  adapt  them  for  one-third  re- 
duction to  publication  scale.  Only  such  ink  should  be  used  as  will 
photograph  readily.  (See  par.  10,  above.)  Culture  should  be  inked 
first,  and  standara  conventional  sisns  used. 

4.  Where  it  is  evident  that  boundaries  follow  streams  or  roads,  the 
former  may  be  omitted  when  copy  would  be  disguised.  When  detail 
would  be  obliterated  by  large  roman  letters  the  shading  should  be 
omitted,  leaving  the  letters  in  outline. 

5.  Every  fifth  contour  must  be  accentuated,  except  where  the  con- 
tour interval  is  25  feet,  in  which  case  every  fourth  one  is  accentuated. 
Contours  are  accentuated  by  drawing  them  slightly  heavier,  not 
broken  or  dotted.  In  close  contouring  accentuation  may  be  made  by 
increasing  depth  of  color  of  ink.  On  steep  and  uniform  slopes  inter- 
mediate contours — those  between  the  accentuated  ones — should  be 
omitted,  except  when  needed  to  show  detail. 

*6.  In  drawmg  streams  care  should  be  taken  that  the  lines  shall  not 
become  faint  and  uncertain  near  the  sources  of  the  streams,  and  the 
placing  of  drainage  in  everv  little  gully  simply  to  indicate  that  it 
may  be  a  watercourse  should  be  avoidecf.  Use  the  symbol  dash  and 
three  dots  for  intermittent  streams. 

7.  In  lettering,  names  parallel  to  the  east  or  west  sides  of  the  sheet 
should  read  from  the  south  side.  Names  of  railroads^  streams,  etc.. 
should  always  be  on  the  upper  side — that  is,  so  that  when  the  map  is 
held  in  the  ordinary  position  the  letters  shall  not  appear  upside  down. 
Names  should  be  placed  horizontally  across  the  miadle  oi  such  areas 
as  townships,  land  grants,  and  reservations;  but  in  case  of  narrow 
north-south  strips  they  should  be  placed  vertically.  Names  of  minor 
importance  ancl  figures  of  elevation  should  be  placed  close  to  the 
object,  on  the  right  and  horizontally.  The  letters,  figures,  and  cross 
pertaining  to  a  bench  mark  should  be  arranged  with  the  letters  above 
and  to  the  left  of  the  cross,  and  the  figures  below  and  to  the  right. 

8.  The  standard  conventions  should  be  used  as  far  as  practicable. 
When  unusual  symbols  are  used  they  should  be  fully  explained  by 
a  legend  on  the  margin  of  the  sheet. 

9.  Timber  and  land  classification  outlines  should  not  appear  on 
the  original  drawing,  but  should  be  submitted  on  a  separate  tracing. 

10.  The  original  drawing  of  a  topographic  sheet  shall  be  verified 
by  some  competent  person  in  addition  to  the  topographer  who  com- 
piles it,  by  comparison  with  field  sheets,  and  such  "proof  reading" 
shall  be  recorded  on  the  appropriate  form.  The  original  drawing 
shall  be  approved  in  w^riting  on  margin  by  the  topographer  in  charge. 

32.  Magnetic  Declination. 

1.  Dia^-ams  showing  magnetic  declination  to  the  nearest  quarter 
degree  will  be  placed  on  all  topographic  sheets. 

2.  The  magnetic  declination  will  be  determined  graphically  in  the 
field  for  each  quadrangle  surveyed  by  measuring  the  angle  between 
the  true  north  and  the  magnetic  north  as  indicated  by  the  needle, 
using  for  this  purpose'^the  special  sight  compasa    This  should  be 
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done  at  all  primary  triangulation  stations  and  at  such  other  points  as 
may  be  necessary  m  order  to  seciire  at  least  one  declination  in  eaoh 
quarter  of  the  quadrangle. 

3.  The  method  of  procedure  will  be  as  -follows: 

(a)  Orient  the  plane  table  by  placing  the  edge  of  the  sight  com- 
pass on  the  line  connecting  the  trian^iuation  point  from  which  the 
magnetic  declination  is  to  be  made  and  some  well-located  point  on  the 
plane-table  sheet,  using  sight  compass  as  an  alidade. 

(b)  Obtain  magnetic  north  by  sight  compass  and,  using  same  edge 
of  compass  by  which  orientation  was  obtained,  draw  line  through 
point  occupied  and  extend  it  so  as  to  intersect  the  nearest  north- 
south  projection  line. 

(c)  From  a  point  on  the  projection  line  10  inches  north  of  this 
point  of  intersection  measure  the  distance  on  a  true  east-west  line  to 
the  magnetic  north  line. 

(d)  with  this  distance  enter  the  table  given  below  of  natural  tan- 

Sents  and  take  out  the  corresponding  angle  to  the  nearest  quarter 
egree,  checking  the  angle  with  a  protractor. 

Natural  tangents  for  a  raditu  of  10  inches,  (P  to  24^. 


Angle. 


Degrees. 
0 


Natural 

tan- 

gentfl. 


Inchet. 

aoo 

.04 
.09 
.13 
.18 
.22 
.26 
.31 
.35 
.39 
.44 
.48 
.52 
.57 
.61 
.66 
.70 
.74 
.79 
.83 
.88 
.92 
.96 
1.01 


Angle. 


Degrees. 
6 


Natural 
tan- 
gents. 


Inches. 
1.0S 
1.10 
L14 
1.18 
1.23 
L27 
L32 
1.36 
L40 
1.45 
1.50 
1.54 
1.58 
1.63 
1.67 
1.72 
1.76 
1.81 
1.85 
1.90 
1.94 
1.99 
2.04 
2.08 


Angle. 


Natural 
tan- 
gents. 


Inches. 
2.18 
2.17 
2.22 
2.26 
2.81 
2.86 
2.40 
2.45 
2.49 
2.54 
2.50 
2.63 
2.68 
2.73 
2.77 
2.82 
2.87 
2.92 
2.96 
3.01 
3.06 
a  10 
3.16 
3.20 


An^e. 


Degrees. 
18 


Natural 
tan- 
gents. 


Inches. 
3.25 
a30 
8.35 
3.40 
a44 
a49 
3w54 
a59 
3w64 
a69 
a  74 

a  79 
a84 
a89 
a94 
a99 

4.04 
4.09 
4.14 
4.19 
4.24 
4.30 
4.36 
4.40 
4.45 


4.  The  resulting  mean  from  all  determinations  within  a  quad- 
rangle will  be  selected  for  the  diagram,  and  below  the  diagram  will 
be  placed  the  words,  ''Approximate  mean  declination,  190_.' 

5.  Report  each  month,  under  the  head  of  "  Remarks,"  on  the 
monthly  report  of  topographic  part^,  the  declination  determined,  in- 
dicating positions  of  same  in  the  diagram  "Area  controlled." 


33.    COOPEBATION   BETWEEN  TOPOGRAPHIC  AND  GEOLOGIC  BRANCHES. 

1.  Collection  of  geologic  data. — Topographers  are  instructed  to  lo- 
cate in  the  field,  and,  when  practicable,  to  determine  the  altitudes 
of  all   features  of  economic  and  geologic  importance  which  are 

8.  Doc  396, 59-2,  pt  2 ^22 
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visible  from  their  lines  of  traverse.  These  features  are  to  be  record 
in  red  on  the  original  sheets,  but  are  not  to  be  engraved  on  the  topo- 
graphic maps,  as  follows : 

(a)  All  mines,  quarries,  and  open  pits  of  clay  and  other  materiil 
of  commercial  importance. 

(b)  All  mineral  prospects  exceeding  10  feet  in  depth,  and  all 
country  coal  banks. 

(c)  All  deep  wells,  whether  drilled  for  oil,  gas,  or  water,  except 
where  such  wells  are  so  abundant  as  practicallv  to  be  indistin- 
^ishable,  in  which  case  only  the  outline  of  the  pool  is  to  be 
determined. 

2.  Engineering  maps. — On  advance  request  of  the  geologic  or  hy- 
drographic  branch  an  engineering  sheet  will  be  prepared  upon  which 
the  above  data  shall  be  recorded,  together  with  all  points  whose  ver- 
tical or  horizontal  positions  have  been  accurately  determined. 

3.  Special  work, — In  regions  of  great  economic  importance  more 
extended  work  may  be  done  by  the  topographers  at  the  request  of 
the  geologist  in  charge  of  geology,  provided  that  the  additional  cost 
of  such  work  shall  be  paid  from  the  appropriations  for  the  geologic 
branch. 

4.  General  reports. — Topographers  should  be  encouraged  to  gather, 
during  the  regular  course  of  their  work,  general  information  re- 
garding the  areas  surveyed,  provided  such  work  is  not  done  at  the 
expense  of  the  topographic  mapping.  This  material  should  be  em- 
bodied in  written  reports  under  such  of  the  following  heads  as 
properly  describe  it: 

1.  Engineering  report 

2.  Geologic  report 

3.  Physiographic  report 

4.  Hydrographic  report 

5.  Agricultural  report 

6.  Forestry  report 

7.  Industrial  report 

The  reports  should  be  submitted  to  the  geographer  in  charge,  who 
will  transmit  them,  through  the  Director,  to  the  division  to  which 
they  pertain,  and  they  will  be  published  or  filed  for  future  use  over 
the  name  of  the  topographer  who  prepared  them. 

34.  Location  and  Representation  of  Mines,  Quarries,  etc 

1.  With  the  exceptions  noted  in  paragraph  2  below,  all  mines  and 
quarries  should  be  accurately  located  and  rej)resented  on  the  topo- 
graphic maps  when  they  fulfill  any  of  the  following  conditions: 

(a)  When  they  are  of  sufficient  importance  to  be  named  and  the 
names  are  well  known  over  a  considerable  area. 

(&)  When  they  have  been  in  active  operation  for  a  series  of  years 
or  have  equipment  which  is  pernianent  in  character. 

(c)  When  they  have  produced  changes  in  the  topography  which 
are  within  the  map  scale,  such  as  dumps,  sinks,  etc. 

(d)  When  they  occur  in  a  sparsely  settled  region  where  there  is 
little  culture  to  be  represented,  so  that  they  are  relatively  hnportant 
as  compared  with  other  culture  features. 

2.  In  thickly  populated  mining  regions  where  mines  are  numerous 
and  closely  crowded  only  the  most  important  should  be  represented 
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by  the  mine  symbol  and  named.  Wherever  the  addition  of  mine 
names  would  materially  obscure  the  map  they  should  be  omitted.  The 
matter  of  determining  how  many  and  what  mines  to  represent  by  the 
mine  symbol  and  when  to  omit  their  names  is  left  to  the  discretion  of 
the  topographer.  In  all  cases  of  doubt,  however,  he  should  show  the 
features  m  question  on  his  field  sheets  and  leave  the  decision  to  be 
made  when  the  final  drawing  is  prepared. 

3.  By  the  above  conditions  all  prospect  pits,  shafts,  or  drifts  would 
be  excluded;  also  in  coal  regions  generally  all  mines  which  are 
worked  only  intermittently  or  for  the  supply  of  local  demands. 
Clay  pits  for  local  use  would  be  excluded,  but  pits  or  mines  for  the 
supply  of  re^lar  industries,  such  as  potteries  or  the  manufacture  of 
rerractory  brick,  would  be  included.  In  case  of  iron  ore,  manganese, 
bauxite,  and  similar  minerals,  certain  open  pits  which  have  had  a 
lar^  production  and  have  well-known  names  would  be  included, 
while  the  great  majority  of  shallow  pits  with  small  production  would 
be  excluded.  In  general,  only  such  mines  and  quarries  should  be 
represented  as  are  reached  by  a  trail,  road,  or  railroad,  traversed  in 
the  prosecution  of  regular  topographic  work.  In  other  words,  the 
topographer  should  not  be  called  upon  to  represent  features  of  this 
character  for  which  he  would  have  to  make  a  distinct  search,  but  only 
such  as  he  will  be  able  to  see  in  the  course  of  his  ordinary  work,  except 
sis  provided  for  in  section  33. 

4.  Fm^mces  and  smelters. — No  additional  conventional  sign  is 
considered  desirable  to  represent  furnaces,  and  in  many  cases  it  will 
not  be  practicable  or  desirable  to  name  them.  In  sparsely  settled 
regions,  however,  the  furnaces  are  frequently  the  most  important 
and  persistent  landmarks.  They  have  well-recognized  names,  which 
cling  to  the  localities  even  after  the  practical  disappearance  of  the 
furnace  itself.  In  such  cases,  therefore,  it  is  desirable  that  the  names 
be  given.  This  should  be  done  even  if  nothing  remains  but  a  ruined 
stack.  The  same  rule  applies  to  the  location  of  smelters,  except  that 
those  located  may  be  restricted  to  smelters  in  active  or  prospective 
operation. 

5.  Oil  and  gas  wells, — In  general,  these  should  not  be  represented 
on  the  standard  topograohic  map. 

6.  Whenever  a  special  topographic  map  of  a  particular  mining 
region  is  prepared  the  topographer  will  be  furnished  with  a  statement 
of  the  features  which  it  is  desired  to  have  shown  and  will  be  governed 
by  such  statement  rather  than  by  the  above  regulations. 

35.  Classification  of  Lands. 

1.  All  lands  hereafter  mapped  in  the  course  of  topographic  sur- 
veys will  be  classified  as  (1)  woodland;  (2)  pasture  or  grass  land; 
(3)  cultivable  land;   (4)  waste  or  desert  land. 

2.  Woodland  will  be  subclassified  as  {a)  merchantable  timber;  (h) 
tracts  containing  trees  so  small  in  size  or  of  such  quality  as  not  to  be 
valuable  for  lumber,  but  which  may  be  used  for  fence  posts,  firewood, 
eta;  (c)  brush,  such  as  chaparral;   {d)  burnt  areas. 

3.  Natural  pasture  or  gi*ass  land  will  be  subdivided  into  two 
yarieties:  {a)  Such  as  may  be  used  for  pasturage  or  cut  for  hay;  (6) 
land  which  is  partly  covered  with  brush  or  stumps  and  is  indeter- 
minate, being  occasionally  used  for  pasturage  or  cultivation  or  having 
run  to  young  brush. 
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4.  Cultivable  land  is  to  be  considered  as  that  upoti  which  any  Innd 
of  cultirated  crop,  including  orchards  and  seeded  nay,  is  grown ;  and 
irrigated  land  should  be  distinguished  from  nonirrigated. 

5.  Waste  or  desert  land  is  to  be  indicated  as  of  one  ciass  only, 
including  sand  dunes,  sea  beaches,  salt  marshes,  and  steep  rocbr 
slopes  barren  of  timber.  In  the  classification  of  deserts  in  the  arid 
region  particular  attention  is  to  be  paid  to  the  question  of  possible 
irrigation  and  to  the  location  of  reservoir  sites. 

6.  The  classifications  are  to  be  made  graphically,  preferably  on 
tracing  linen  placed  over  the  field  sheets.  This  may  be  done  in 
pencil  on  the  field  sheets,  in  which  event  the  outlines  should  be 
transferred  to  tracing  linen,  using  colored  ink  or  pencils  for  each 
of  the  four  principal  classifications,  as  fdllows:  Green  for  woodland; 
blue  for  pasture  land,  red  for  cultivable ^ land;  blaok  for  waste  or 
desert  land. 

7.  The  graphic  classification  is  to  be  supplemented  by  notes: 
(a)  Woodland  should  be  described  by  reference  to  the  principal  spe- 
cies of  trees  and  their  relative  abundance  or  percentage,  distmgui^- 
ing  them  by  their  common  names,  as  pine,  fir,  cedar,  oak,  chestnut, 
maple,  hickory,  etc.;  (ft)  pasture  or  grass  land  should  be  described 
according  to  its  crop ;  {c)  cultivable  land  should  be  described  accord- 
ing to  the  predominant  character  of  the  crops  grown,  as  forage,  grain, 
small  fruits,  orchards,  vegetables,  etc.;  (d)  waste  or  desert  land 
should  be  distinguished  according  as  it  is  sand,  rock,  alkali,  or  other 
barren  kind. 

8.  The  information  obtained  will  be  published  by  a  combination 
of  colors  as  overprints  on  the  topographic  sheets,  with  a  description 
on  the  back  of  the  sheet,  and  it  is  expected  that  great  care  will  \ye 
exercised  in  securing  sufficient  data  for  the  purpose  above  mentioned. 

36.  Monthly  Reports  of  Field  Pabties. 

1.  Prompth'  at  the  close  of  every  month  each  party  chief  will  mail 
a  report  to  his  immediate  chief  on  the  proper  form.  * 

2.  For  the  report  of  topographic  field  work  Form  9-908  is  to  be 
used.  A  separate  sheet  must  be  used  for  each  quadrangle,  in  order 
that  section  chiefs  may  be  able  to  keep  a  distinct  account  of  each 
quadrangle  and  thus  estimate  its  quality  and  cost.  For  example,  in 
making  up  reports  of  field  work  on  three  quadrangles  in  one  month 
the  party  chief  should  apportion  the  amount  of  work  and  the  cost 
among  the  three  report  sheets  as  nearly  as  practicable,  because  he  is 
better  able  to  make  such  a  division  than  are  the  section  chiefs.  The 
total  of  the  three  should  be  accurate,  though  the  details  of  each  may 
necessarily  be  approximate. 

3.  In  makinff  up  the  diagrams  on  the  back  of  the  report  sheet  the 
endeavor  should  be,  where  several  kinds  of  work  are  in  progress  in 
one  party,  to  use  a  separate  diagram  for  each  kind.     Thus,  one  dia- 

fram  should  show  the  area  controlled  by  traverse^  distinguishing 
etween  kinds  of  traverse;  another,  the  area  leveled,  and  a  third, 
the  area  sketched.  Frequently  it  will  be  impossible  so  to  distingui^ 
the  varieties  of  work. 

4.  Party  chiefs  making  out  reports  for  primary  triangulation  or 
traverse  should  use  the  Form  9-920,  provided  for  this  purpose,  and 
should  fill  in  the  various  details  noted  thereon,  so  far  as  circumstances 
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will  permit.    If  work  was  done  during  the  month  on  areas  in  differ- 
ent localities,  a  separate  report  should  be  submitted  for  each  area. 

87.  EKnso  Topographic  Maps. 

1.  When  a  topo^aphic  sheet  is  submitted  for  publication,  the  chief 
of  the  topoffraphic  section,  or  his  representative,  shall  transmit  it, 
accompanied  with  two  photo^aphs  or  photolithoOTaphs  on  scale  of 
publication,  to  the  Director  for  forwarding  to  the  editor  of  topo- 
graphic maps. 

2.  llie  eaitor  of  topographic  maps  will  supply  for  each  sheet  a 
jacket,  noting  thereon  the  date  of  transmittal.  He  will  edit  the  map 
and  consult  with  the  chief  of  the  topographic  section,  or  his  repre- 
sentative, re&^arding  any  changes. 

3.  When  Cae  editor  of  topographic  maps  is  satisfied  that  the  map  is 
complete  and  in  proper  form,  he  shall  indorse  the  jacket  ^^ Approved 
for  engraving,"  with  the  date. 

4.  After  correcting  combined  proof,  the  editor  of  topographic  maps 
will  submit  to  the  chief  of  the  topographic  section,  or  whoever  repre- 
sents him,  the  manuscript  of  all  corrections  and  proofs  relating 
thereto  in  their  jacket,  including  two  extra  sets  of  combined  proof, 
and  it  shall  be  tne  duty  of  the  chief  of  the  topographic  section  to 
cause  this  proof  to  be  read  by  a  competent  assistant.  One  extra  proof 
may  be  retained  in  his  file  set. 

6.  The  chief  of  the  topographic  section  will  return  the  manuscript 
aad  all  proofs  to  the  eaitor  of  topographic  maps,  who  will  consoli- 
date all  corrections  on  the  engraver^  proof,  and  when  all  questions 
relating  to  the  proofs  have  been  settled  and  all  corrections  made  on 
plates  and  stones,  will  approve  the  sheet  for  printing. 

6.  Except  the  original  transmission  of  tne  sheet  (par.  1),  maps 
goin£  from  the  chiefs  of  topographic  sections  to  the  editor  of  topo- 
graphic maps  and  vice  versa  may  be  sent  directly. 

7.  In  transmitting  manuscript  maps  and  proofs  from  one  division 
to  another  the  officer  in  charge  will  indorse  upon  the  jacket  the  date 
of  transmittal  and  the  purpose  for  which  the  map  was  referred.  In 
those  cases  in  which  the  material  is  sent  through  the  chief  clerk,  in 
order  that  the  transmittal  may  be  made  a  matter  of  record  in  the 
central  office  a  letter  of  transmittal,  to  be  ultimately  placed  on  file,  is 
also  necessary. 

HYPBOGBAPHIC  BRANCH. 

88.  Obganization. 

• 

1.  The  hydrographic  branch  is  organized  in  three  divisions:  (a) 
Hydrography,  (b)  hydrology,  (c)  reclamation  service.  Each  of 
these  is  divided  into  sections  and  districts.  The  expenses  are  paid 
from  two  separate  appropriations — first,  that  for  gauging  streams 
and  determining  water  supply;  second,  the  reclamation  fund  estab- 
lished by  the  act  of  June  17, 1902. 

2.  In  order  to  simplify  operations  and  prevent  confusion  of  reports 
and  accounts,  it  is  essential  that  vouchers  and  other  papers  be  plainly 
marked  either  "  Gauging  streams  "  or  "  Reclamation."  For  economy 
of  administration  it  sometimes  becomes  necessary  for  one  man  to 
attend  to  the  record3  and  accpunts  of  expenditure  of  allotments  from 
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both  sources,  and  in  such  cases  it  is  important  to  preserve  carefully 
the  distinction  between  the  two. 

3.  The  division  of  hydrography  is  concerned  with  the  measure- 
ment  of  streams  and  the  determination  of  the  quantity  and  quality 
of  the  water  supply  of  the  United  States.  It  is  divided  into  two 
sections,  eastern  and  western,  the  latter  including  the  thirteen  States 
and  three  Territories  within  which  work  is  being  done  under  the 
reclamation  law.  All  letters  and  reports  should  be  addressed  to  the 
hydrographer,  at  Washington,  D.  C. 

4.  The  division  of  hydrology  has  in  charge  the  investigations  re- 
lating to  the  geologic  conditions  which  govern  occurrence  of  water 
underground.  A  record  of  deep  wells  is  kept,  facts  being  attained 
largely  by  correspondence.  Field  examinations  of  the  general  con- 
ditions governing  the  occurrence  of  water  beneath  the  surface  are 
also  made.  The  divivsion  of  hydrology  is  likewise  divided  into  two 
sections,  eastern  and  western,  the  hyarographer  in  charge  being  at 
the  head  of  these. 

5.  It  is  not  possible  at  all  times  to  draw  a  sharp  line  between 
the  operations  of  the  division  of  hydrography  ana  those  of  the 
division  of  hydrology,  especially  in  reference  to  considerations  of 
the  quality  of  waters;  but,  as  a  rule,  the  former  has  to  do  more 
with  the  fluctuations  of  water  supply,  as  ascertained  by  engineer- 
ing methods,  and  the  latter  with  the  amount  and  character  of  water 
as  ascertained  by  studies  of  the  geologic  character  of  districts  and 
regions. 

6.  The  reclamation  service  has  been  organized  as  a  part  of  the 
hydrographic  branch  of  the  Geologic  Survey,  in  order  that  the  ex- 
perience and  information  obtained  by  the  men  previously  connected 
with  the  work  of  the  division  of  hydography  might  be  utilized.  The 
head  of  this  service,  under  the  Director  of  the  Geological  Survey,  is 
known  as  the  chief  engineer.  All  communications,  except  telegrams, 
should  be  addressed  to  the  chief  engineer.  Telegi'ams  relating  to 
the  work  of  the  reclamation  service,  as  well  as  to  the  divisions  of 
hydrology  and  hydrography,  should  be  addressed  "  Hydrographer, 
Geological  Survey,"  to  avoid  confusion  in  delivery.  AH  replies  to 
correspondence,  prepared  in  the  office  at  Washington,  whether  signed 
by  the  hydrographer,  chief  engineer,  or  others  to  whom  specific 
details  have  been  assigned,  should  be  reviewed  by  the  head  of  the 
hydrographic  branch  of  the  executive  officer,  in  order  that  the  head 
of  the  branch  may  at  all  times  have  full  information  concerning 
details. 

7.  The  hydrographer  in  charge  of  the  hydrographic  branch  has 
also  l)een  designated  as  chief  engineer  of  the  reclamation  service. 
In  the  conduct  of  work  he  is  assisted  by  an  executive  staff,  from 
among  whom  one  man,  known  as  the  executive  officer  in  charge,  is 
designated  from  time  to  time  to  act  in  place  of  the  chief,  and  to  sign 
letters  and  requisitions  and  approve  vouchers. 

8.  Each  resident  hydrographer  or  district  engineer  should  address 
all  official  communications  to  the  hj^drographer,  or  to  the  chief 
engineer,  and  not  to  any  specific  individual  by  name,  so  that  the  mail 
may  be  promptly  opened  and  receive  immediate  attention. 

9.  The  officers  of  the  hydrographic  branch  assigned  to  duty  on 
the  executive  staff  are  concerned  with  certain  details  of  operations 
carried  on  simultaneously  in  various  parts  of  the  country,  and  act 
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as  advisers  or  assistants  in  matters  of  general  interest.  The  officers 
assigned  to  specific  districts  or  States  are  concerned  with  the  carry- 
ing on  of  operations  in  these  localities,  and  may  have  several  func- 
tions within  these  areas;  that  is  to  saj,  the  district  engineer  for  the 
reclamation  service  may  also  act  as  resident  hydrographer  or  hydrolo- 
^st  and  supervise  the  measurement  of  streams  or  the  collection  of 
information  concerning  the  occurrence  of  underground  waters.  In 
such  cases  care  must  be  taken  to  keep  separate  the  correspondence  and 
accounts  relating  to  these  various  matters. 

10.  The  resident  hydrographers  should  give  careful  attention  to 
the  character  of  stream  measurements  and  their  relative  importance 
and  value,  and  particularly  to  the  economical  and  accurate  conduct  of 
the  work.  They  should  visit  and  inspect  the  river  gauges  at  frequent 
intervals,  and  see  that  the  observers,  especially  new  ones,  read  the 
gauges  accurately  and  at  proper  intervals,  and  that  all  assistants, 
whether  permanently  or  temporarily  employed,  perform  their  work 
in  a  proper  manner. 

11.  Full  reports  are  to  be  made  each  month  by  all  chiefs  of  field 
parties  to  the  resident  hydrographers  or  to  the  district  engineers  and 
by  these  to  the  hydrographer  or  chief  engineer.  Each  report  should 
be  explicit  and  should  be  accompanied  by  a  small  sketch  or  outline 
map  showing  the  area  covered.  Careful  accounts  are  to  be  kept,  and 
from  time  to  time  estimates  made  of  the  cost  of  the  work  as  a  whole 
and  per  unit,  as  per  mile  of  level  or  transit  line  run,  or  per  square 
mile  mapped  topographically. 

88.  Gauoino  Stbeamb. 

1.  Care  in  stream  measurements, — For  detailed  instructions  on  the 
measurement  of  the  discharge  of  streams,  refer  to  Water-Supply 
Paper  No.  56,  "  Methods  of  Stream  Measurement."  It  is  necessary 
that  the  greatest  care  be  exercised  in  connection  with  discharge 
measurements,  as  the  records  are  frequently  subject  to  exhaustive 
analysis  by  engineers  who  have  occasion  to  apply  the  results,  and  they 
are  also  occasionally  called  for  in  court  proceedings. 

2.  Establishment  of  stations. — (a)  The  majority  of  gauging  stations 
are  either  at  bridges  or  at  cable  stations.  Judgment  should  be  exer- 
cised in  the  selection  of  these,  especialy  the  latter,  as  with  this  type 
the  hydrographer  generally  has  a  greater  liberty  in  choice  of  location. 
In  measuring  the  discharge,  soundings  and  velocities  should  be  taken 
at  regular  intervals  across  the  stream,  say  10  or  20  feet  apart ;  and  if 
at  a  regular  station  these  intervals  should  be  so  marked  that  measure- 
ments can  always  be  made  at  the  same  points.  If  the  station  is  at 
a  bridge,  mark  the  intervals  with  paint  on  the  hand  rail  or  guard 
rail. 

(6)  An  equipment  for  a  cable  station  includes  the  following:  For 
spans  imder  300  feet,  five-eighths- inch  galvanized-wire  rope  with  six 
strands  of  seven  wires  each  should  be  used.  The  cost  will  approxi- 
mate 8  cents  a  foot.  For  greater  spans  three- fourths-inch  or  seven- 
eighths-inch  rope  should  be  used.  Eight  Crosby  clips,  costing  about 
40  cents  each,  are  necessary  with  each  cable;  two  6-inch  galvanized 
wire  rope  pulleys;  one  turnbuckle,  right  and  left  hand  thread,  with 
2- foot  capacity ;  and  one  gauging  car  or  box,  3  by  4  by  1  foot  deep, 
of  common  lumber,  and  painted.    The  turnbuckle  must  generally  be 
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made  to  order,  of  wrought  iron,  and  will  cost  from  $3  to  $5.  Above 
^  main  cable  a  wire  (oftea  the  common  barbed  wire)  is  supported, 
to  which  is  attached  tin  or  galvanized-iron  tags,  marking  the  intervals 
at  which  measurements  are  made.  The  tags  should  be  of  different 
shapes — round,  oval,  or  rectangular — ^with  suitable  notches,  indi- 
catmg  the  distance  irom  shore,  so  that  no  confusion  can  arise  as  to 
the  units,  tens,  etc.  A  secondary  stay  cable,  usually  of  telegraph 
wire,  is  to  be  placed  about  200  feet  upstream  from  the  main  cable, 
and  parallel  to  it,  on  which  slides  a  pulley  or  ring.  Attached  to  this 
device  is  a  pliable  wire  passing  downstream,  to  be  attached  to  the 
meter  in  time  of  flood,  to  prevent  it  from  swinging  downstream  under 
the  force  of  the  current. 

(c)  Gauge  rods  are  marked  to  vertical  feet  and  tenths.  Thive 
styles  are  in  general  use:  (1)  A  vertical  rod  nailed  to  a  bridge  pier 
or  firmly  fastened  and  braced  to  the  bank  of  the  stream;  ('2)  an 
inclined  rod  following  the  sloping  river  bank,  but  graduated  for 
the  equivalent  of  vertical  feet,  thus  giving  a  magnified  reading; 
(3)  a  wire  gauge  olaced  on  a  bridge  or  overhanging  support.  Tliis 
latter  style  should  be  placed,  when  possible,  m  a  specially  con- 
structed box  and  fastened  with  a  padlock,  as  it  is  often  destroyed 
by  theft  of  the  wire  or  chain.  Particular  attention  should  be  given 
to  fastening  firmly  rods  that  come  in  contact  with  the  water,  in  order 
to  prevent  their  being  carried  out  during  flood  stages.  Small  nails 
should  also  be  driven  mto  the  rod  at  the  tenth  and  foot  marks,  so  that 
when  the  paint  is  worn  away  they  can  be  readily  seen. 

3.  Bench  marks. — A  very  important  feature  is  the  establishment  of 
three  or  more  permanent  bench  marks,  all  of  which  should  be  above 
high  water,  ana  near  the  gauge,  so  that  the  gauge  can  be  replaced  with 
its  zero  mark  at  the  same  datum  if  ever  removed.  The  elevation  of 
the  zero  of  the  gauge  with  reference  to  the  bench  marks  should  Ix* 
checked  at  least  once  a  year,  and  more  frequently  if  necessary,  es^)e- 
cially  with  the  wire  gauge,  as  the  chain  or  wire  is  liable  to  stivtch. 
Full  descriptions  of  the  bench  marks  sliould  be  forwarded  to  the 
Washington  office,  where  they  will  be  placed  on  file  for  future 
reference. 

4.  Velocity  measurements, — {a)  After  the  gauging  station  is  estab- 
lished, if  time  and  expense  permit,  a  study  should  be  made  of  the 
point  in  each  vertical  cross  s(»ction  of  the  stream  at  which  the  average 
velocity  occurs.  This  is  done  by  taking  velocities  at  frequent  inter- 
vals in  the  vertical  section,  plotting  them  on  cross-section  paper,  and 
determining  graphically  the  point  of  mean  velocity.  This  study 
should  be  made  tor  different  stages  of  the  river. 

(6)  Without  such  a  study  the  general  practice  shall  be  to  measure 
the  velocity  at  six-tenths  of  the  total  depth  for  each  section,  or  possi- 
bly two-thirds  of  the  total  depth,  if  the  hydrographer  thinks  the  con- 
ditions are  such  as  to  require  it  (See  Water-Supply  paper  No.  56, 
p.  18.)  In  times  of  flooa  it  sometimes  may  occur  that  only  surface 
velocities  can  be  obtained.  If  these  are  measured  by  a  meter,  it 
should  be  held,  if  possible,  1  foot  below  the  surface.  The  velocities 
thus  obtained  should  be  multiplied  by  a  factor  varying  from  0.8  to  0.9 
to  reduce  them  to  the  mean  velocity.  If  it  appears  that  the  surface 
velocity  represents  the  maximum  velocity,  0.8  should  be  used;  if  the 
maximum  velocity  occurs  at  a  lower  depth,  0.9  should  be  used. 

(o)  When  the  velocity  in  any  considerable  part  of  the  cross  section 
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of  a  gau^nff  station  becomes  less  than  about  one-half  foot  per  second, 
it  is  adyisable  to  measure  the  discharge  at  some  point  above  or  below 
the  station,  if  a  fairly  good  place  can  be  found  where  the  velocity  is 
somewhat  greater  than  0.5  foot 

{d)  When  velocity  is  greater  than  2  feet  per  second,  the  center  of 
the  meter  should  not  be  held  closer  to  the  surface  than  1  foot. 

(e)  As  far  as  possible  the  hydrographer  should  visit  his  stations 
when  the  river  stage  is  such  as  to  give  a  necessary  point  on  the  station 
rating  curve. 

5.  Computation  of  discharge. — (a)  To  determine  the  discharge, 
divide  the  len^h  of  the  cross  section  of  the  stream  into  a  number  or 
equal  partial  kngths,  I  (usually  10  or  20  feet^.  Measure  the  depth 
and  velocity  of  the  water  at  the  ends  of  these  lengths.  Let  a,  &,  and 
c  be  three  consecutive  depths,  and  v  the  mean  velocity  determined  at 
the  middle  point,  whose  depth  is  b.  The  area  of  a  partial  section 
extending  a  distance  of  one-half  I  on  each  side  of  this  point  will  be 
its  mean  depth  multiplied  by  its  length  L    The  mean  depth  is  equal  to 

/^aj±  -h  26  +  6-fc\__a-f66+c 
JV^    2  "2  >/-       8 

and  its  discharge  will  be : 

(6)  The  discharge  of  the  entire  section  will,  of  course,  be  the  sum 
of  the  discharges  through  the  partial  sections. 

(c)  The  hydrographer  should  check  his  discharge  measurements 
beiore  sending  them  to  Washinjsrton  by  plotting  them  on  cross-section 
paper  and  comparing  them  with  the  rating  curve  for  the  previous 
year. 

6.  Reports. — {a)  The  description  of  a  station  when  first  established 
should  be  given  on  Form  9-197,  and  be  forwarded  to  the  Washington 
office.  In  addition  a  sketch  should  be  sent  showing  the  relation  of 
the  station  with  respect  to  any  tributaries  in  the  vicinity,  and  also 
the  relation  of  the  station  to  the  gauge  rod,  bench  marks,  etc.  The 
field  notes  of  gaugings  should  be  made  in  notebooks,  Form  9-198. 
Reports  of  discharge  measurements  should  be  made  on  Form  9-221. 

(b)  In  the  case  of  measurements  otherwise  than  at  regular  stations 
each  card  should  be  marked  "  Miscellaneous."  When  such  a  measure- 
ment is  made,  a  temporary  bench  mark  for  the  elevation  of  the  water 
at  that  stage  should  oe  established — for  instance,  the  height  from  the 
water  surface  to  some  point  on  the  bridge  or  to  an  overhanging  trunk 
of  a  tree.  It  has  often  happened  that  regular  stations  have  after- 
wards been  established  at  points  where  such  miscellaneous  measure- 
ments were  made,  and  with  a  bench  mark  the  early  gaugings  could  be 
referred  to  the  rod  of  the  regular  station. 

(c)  The  daily  gauge-height  records  should  be  kept  in  notebook, 
Form  9-175,  and  reported  each  week  on  Form  9-176  and  forwarded 
to  the  resident  hvaro^apher.  These  reports  should  be  carefully 
examined,  and  if  there  is  more  than  one  observation  a  day  the  average 
should  be  given  in  red  ink.  Anv  doubtful  records  also  should  be 
marked  before  sending  to  the  Washington  office,  in  order  that  the  rec- 
ords there  may  conform  to  those  in  the  possession  of  the  resident 
hydrographer. 
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(d)  At  the  end  of  each  month  every  resident  hydrographer  should 
send  a  list  of  the  stations  under  his  care,  with  notes  for  each  on  the 
following:  First,  if  any  gauge  heights  are  missing  for  the  month, 
give  the  dates  and  reason  thereof;  second,  the  number  of  discharge 
measurements  made  during  the  month;  third,  note  what  stations 
have  been  discontinued,  giving  the  date  and  reason  for  such  action; 
fourth,  note  new  stations  and  dates  of  establishment;  fifth,  give  a 
list  of  miscellaneous  measurements  made  during  the  month. 

(e)  Promptly  at  the  end  of  the  year  each  resident  hydrographer 
will  work  uj)  his  own  rating  curves  and  tables  and  forward  tnem 
to  the  Washington  office,  where  they  will  be  checked  and  inquiry 
made  regarding  any  discrepancies.  The  application  of  the  table 
also  will  be  made  here,  as  it  is  mostly  mechanical  work,  and  special 
facilities  in  the  way  of  adding  machines  are  available.  The  tabu- 
lated results,  in  manuscript  lorm,  will  be  sent  to  each  resident 
hydrographer  for  his  examination  before  they  dre  published.  The 
only  exception  to  this  rule  will  be  in  cases  of  streams  with  sandy 
or  shifting  bottoms,  where  the  rating  curves  can  not  be  directly 
applied,  and  where  the  hydrographer,  because  of  his  personal  knowl- 
edge of  the  behavior  of  the  streams,  can  interpret  tne  records.  In 
su3i  cases  the  hydrographer  will  apply  his  own  tables. 

(/)  All  notebooks  should  be  carefully  checked,  indexed,  and  sent  to 
the  Washington  office  at  the  end  of  each  year,  unless  the  hydrog- 
rapher desires  to  retain  them  for  some  special  purpose,  in  which 
case  a  full  statement  of  the  facts  should  be  made.  The  observer's 
gauge-height  books  should  be  obtained  by  the  hydrographer  on 
making  an  inspection  trip  shortly  after  the  end  of  each  calendar 
year,  the  old  book  being  signed  by  the  observer  and  hydrographer, 
and  a  new  book  begun  by  copying  from  the  old  to  the  new  all  the 
observations  made  smce  January  1. 

7.  Observers, — (a)  In  employing  observers,  great  care  should  be 
taken  to  te^t  their  ability  to  read  the  gauges  and  to  explain  all  details 
of  recording  in  the  notebooks,  copying  the  cards,  and  noting  all 
unusual  occurrences.  They  should  oe  warned  especially  not  to  insert 
gauge  heights  which  have  not  been  actually  observed.  If  any  inter- 
polation is  made  it  should  be  done  by  the  resident  hydrograpHer,  and 
then  only  when  accompanied  by  an  explanation,  the  interpolated 
figures  being  indicated  in  some  manner  different  from  those  which 
have  been  read.  The  observer  should  take  the  book  with  him  when 
he  visits  the  gauge  and  insert  the  reading  on  the  spot;  all  readings 
should  be  copied  on  a  postal  card  at  the  end  of  each  week  and  the 
card  mailed,  usually  to  the  resident  hydrographer. 

(&)  The  observer's  book  should  be  signed  at  the  end  of  each  month, 
and  when  it  becomes  worn,  or  after  a  year's  record  is  complete,  a 
new  book  should  be  started,  preferably  on  the  1st  of  January. 

(c)  If  mud  accumulates  around  the  gauge,  the  observer  should 
promptly  notify  the  resident  hydrographer  if  he  can  not  remove  the 
accumulated  material;  he  should,  under  no  circumstances,  attempt 
to  move  the  gauge.  When,  during  the  winter,  ice  prevents  reading, 
it  should  be  chopped  away  from  the  gauge  before  a  reading  is  made, 
and  if  the  river  is  covered  with  ice  the  fact  should  be  noted. 

(d)  ^Yhen  rivers  freeze,  it  is  usually  preferable  to  discontinue 
daily  observations  and  to  make  weekly  reports,  showing  in  a  general 
way  the  condition  of  the  stream  and  the  height  of  the  surface  of  the 
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ice  and  its  thickness;  the  time  when  it  forms  and  when  it  breaks  up 
should  also  be  noted. 

40.  Resebtoib  Surveys. 

1.  Limit  of  possible  error  in  survey. — ^The  survey  of  a  reservoir  site 
should  be  macfe  with  sufficient  accuracy  to  determine  the  approximate 
capacity  of  the  reservoir  and  contents  of  the  dam,  so  that  an  error  of 
estimate  based  thereon  shall  not  exceed  10  per  cent  by  reason  of 
defective  surveys. 

2.  Reconnaissance. — Before  undertaking  the  survey  of  a  reservoir 
site,  it  is  necessary  to  obtain  a  somewhat  definite  idea  as  to  the  prob- 
ability of  its  proving  available,  from  a  physical  point  of  view,  for 
the  construction  of  a  dam  and  the  storage  of  water.  In  many  cases 
this  can  be  done  by  an  inspection  by  a  competent  engineer  with  the 
use  of  a  hand  level.  Where  this  can  not  be  done,  on  account  of  the 
obscurity  of  topographic  features  or  for  any  other  reason,  it  may  be 
necessary  to  make  an  instrumental  reconnaissance  in  order  to  deter- 
mine the  advisability  of  the  proposed  survey,  and  such  an  examina- 
tion should  not  occupy  more  than  one  or  two  days. 

3.  Preliminary  surveys, — (a)  All  preliminary  surveys  of  reser- 
voir sites  should  be  made  by  plane-table  methods,  except  whore  the 
site  is  densely  wooded,  in  which  case  transit  and  stadia  methods 
should  be  used.  A  party  for  making  a  survey  of  a  reservoir  site 
usually  consists  of  one  topographer,  one  station  assistant,  one  or  two 
rodmen,  and  a  man  who  can  act  as  cook  and  general  assistant  about 
camp. 

(5)  One  or  more  permanent  bench  marks  shall  be  astablished  near 
the  proposed  dam  site,  and  the  elevation  be  determined  with  reference 
to  the  river  bed  or  water  level,  and  a  line  of  levels  shall  connect  the 
bench  mark  with  the  top  contour  of  the  survey.  Wherever  practica- 
ble this  bench  mark  should  be  connected,  by  a  checked  line  of  levels, 
with  a  permanent  bench  mark  of  the  topographic  branch  of  the  sur- 
vey, in  which  case  all  elevations  shall  be  referred  to  mean  sea  level. 
A  line  of  levels  also  shall  be  run  up  the  valley  of  the  reservoir,  stakes 
being  driven  and  flags  erected  at  every  point  where  a  10-foot  contour 
crosses  the  line.  It  the  reservoir  be  wide,  or  timbered,  so  that 
angle  connection  can  not  be  made  frequently  and  conveniently  with 
these  contour  crossings,  points  on  the  top  contour  shall  also  be  estab- 
lished with  the  Wye  level. 

(c)  A  base  line  of  such  length  and  so  located  that  a  well-condi- 
tioned graphic  triangulation  niay  be  expanded  from  it  shall  be  meas- 
ured in  duplicate  by  a  steel  tape,  and  from  this  base  line  a  careful 
plane-table  triangulation  shall  be  executed.  Before  beginning  the 
triangulation  all  triangulation  stations  shall  be  marked  by  artificial 
signals.  Where  the  reservoir  site,  on  the  scale  adopted,  covers  more 
than  three  consecutive  plane-table  sheets,  all  the  angles  of  the  trian- 
gulation system  shall  be  measured  by  a  transit  or  theodolite  reading 
to  20  or  30  seconds,  and  the  relative  positions  of  the  stations  be  com- 
puted and  plotted  on  the  plane-table  sheets  before  beginning  the 
plane-table  survey. 

(d)  Secondary  points  for  the  control  of  the  sketching  shall  be  lo- 
cated by  the  stadia  method.  Hills,  buildings,  lone  trees,  or  other 
recognizable  objects  shall  be  utilized  as  far  as  available,  and  be  located 
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by  intersection.  Secondary  points  should  be  sldllfally  distributed 
so  as  to  establish  controlling  points  in  the  topograph^,  such  as  change 
of  slope,  important  junctions  or  bends  in  drainage  lines,  hills,  passes, 
etc.  A  careful  search  should  be  made  for  land-office  corners,  and  &11 
those  found  should  be  located  accurately  on  the  plane-table  sheets. 

4.  Transit  survey. — Some  cases  may  occur  where  the  reservoir  site 
is  so  densely  wooded  as  to  absolutely  prohibit  any  field  sketching  and 
necessitate  the  cutting  of  lines  for  all  sights  and  the  locating  of  a 
very  largje  number  of  points  to  establish  the  contours.  In  such  cases 
the  transit  and  stadia  method  should  be  used.  Generally  the  method 
used  is  to  run  a  traverse  line  up  the  valley  of  the  reservoir  site,  and 
one  along  the  top  contour  of  the  survey ;  and  where  the  site  is  not  too 
large  points  on  these  lines  may  be  connected  by  traverse  lines,  differ- 
ences of  elevation  being  obtained  by  the  hand  level  and  distances 
determined  by  pacing.  Where  the  reservoir  is  large  it  will  be  neces- 
sary to  run  these  traverse  lines  by  transit  and  stadia. 

41.  Route  Surveys  of  Streams. 

1.  Stream  surveys  are  frequently  made  to  determine  the  grade  and 
character  of  the  stream  and  its  fall,  with  a  view  to  ascertaining  its 
availability  for  development  of  water  power  and  for  the  storage  of 
water.  Wnere  practicable,  such  surveys  will  be  made  in  cooperation 
with  the  topographic  branch.  These  surveys  will  include  a  careful 
level  line,  either  primary  or  flying,  according  to  circumstances  (sec 
28),  and  a  careful  stadia  traverse  of  one  bank  of  the  stream  (sec.  29), 
with  intersections  or  stadia  distances  to  the  other  bank,  and  careful 
contoured  topography  to  show  the  islands  in  the  stream,  rapids  and 
shoals  with  their  elevations,  contour  crossing  and  in  general  the 
topography  of  the  valley  bottom,  so  as  to  indicate  its  availability  as 
a  storage  reservoir,  and  especially,  in  narrows,  the  possibility  of  the 
same  being  used  as  sites  for  water-power  or  storage  dams. 

2.  Intermediate  elevations  must  be  taken  at  the  tops  and  bottoms 
of  all  rapids  and  falls  and  for  contour  crossings;  also  occasionally 
at  extreme  high-water  and  low-water  marks,  as  determined  fi-om  indi- 
cations and  conference  with  residents.  Permanent  and  temporary 
bench  marks  are  to  be  frequently  left  as  required  in  section  28. 

3.  The  topographic  sketching  which  accompanies  the  traverse 
should,  unless  otherwise  directed,  be  done  on  a  scale  of  1 :  22,500  or 
1 :  45,000,  with  contours  of  10  feet  interval.  The  contour  crossing  of 
the  streams  should  be  carefully  located,  in  the  arid  region  at  mean 
low  water,  in  the  humid  region  at  mean  water  stage — that  is,  mean 
of  high  and  low  water.  Contouring  should  be  carefully  conducted 
at  narrows  for  possible  dam  sites,  and  extended  in  flats  so  far  as  can 
be  seen  from  the  sketching  position. 

4.  Careful  notes  should  be  kept  in  the  notebooks  of  the  character 
of  the  country,  amount  of  habitation  and  kind  of  culture,  vegetation, 
and  soil  or  rock  at  narrows — in  fact,  concerning  everything  which 
will  aid  in  the  preparation  of  a  brief  report  as  to  the  water  resources 
of  the  stream  meandered. 

42.  Surveying  Irrigable  LANa 

1.  The  same  general  methods  prescribed  for  topographic  field  work 
shall  be  used  in  surveying  irrigable  land  under  a  proposed  canal  line. 


Second  set. 
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Where  no  primary  trianffulation  exists  it  "will  be  necessary  to  measure 
a  base  line  and  expand  tne  plane-table  triangulation  from  it.  As  in 
the  case  of  reservoir  surveys,  where  the  area  covers  more  than  three 
consecutive  plane-table  sheets  an  instrumental  triangulation  should  be 
made  with  a  transit  or  theodolite. 

2.  The  scale  of  field  sheets  shall  not  be  less  than  one-half  mile  to 
an  inch,  and  the  contour  interval  not  greater  than  10  feet.  As  in  res- 
ervoir surveys,  connection  should  be  made  with  all  land-office  corners. 

43.  Tbianguiation. 

1.  Where  it  is  necessary  to  measure  the  angles  of  a  system  of  trian- 
gulation for  the  control  of  the  topography  of  a  large  reservoir  site 
or  of  a  large  area  of  irrigable  land,  and  where  the  mstniment  used 
reads  to  20  or  30  seconds,  the  following  method  is  generally  of  suffi- 
cient accuracy : 

The  signals  are  supposed  to  be  in  order  A  B  C  -  -  A. 

-p.^     X     jTelescope  direct — read  on  A  B  C--A. 

J?  irst  set.    JT^ipjj^pe  reversed— read  on  A  —  C  B  A. 

Shift  the  limb  90^ 

Telescope  reversed — read  on  A  B  C  —  A. 
[Telescope  direct — read  on  A  —  C  B  A. 
If  more  than  two  sets  are  necessary  the  limb  should  be  shifted, 
between  sets,  180°  divided  by  the  number  of  sets. 
In  all  cases  read  both  verniers. 
Each  set  is  complete  in  itself. 

Observations  on  Polaris  for  azimuth  should  be  made  at  the  begin- 
ning and  end  of  the  triangulation. 

Tne  triangulation  should  be  adjusted  by  the  method  given  in 
**  Johnson's  Surveying." 

44.  Leveling. 

For  instructions  for  spirit  leveling  see  section  28. 

45.  Classification  of  Land. 

For  instructions  for  classification  of  lands  see  section  35. 

46.  Canal  Subvkyb. 

1.  Party  organization  for  a  preliminary  survey  will  usually  con- 
sist of  one  chief  of  party;  one  transitman  and  levelinan,  or  locating 
en^neer;  one  plane-table  man,  and  the  necessary  rodmen  and  camp 
assistants. 

2.  The  chief  of  party  will  give  the  general  location  of  the  line 
after  examination  of  the  country  with  aneroid  barometer  from  10  to 
15  miles  ahead  of  the  work  as  it  progresses. 

3.  The  locating  engineer  will  place  stakes  with  a  level  along  the 
line  of  the  canal,  estimating  approximately  the  grade.  These  stakes 
should  be  placed  from  300  to  400  feet  apart,  and  be  marked  with  a 
consecutive  number  and  elevation.  Distances  !)etwoen  the  stakes 
should  not  be  measured  in  this  first  step,  but  should  be  estimated. 
The  second  day's  work  of  this  party  will  consist  in  locating  the 
stakes  with  transit  and  stadia,  running  an  azimuth  line  in  preference 
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to  deflection  angles.  The  organization  of  this  parhr  will  consist  of 
one  locating  engineer,  one  rodman,  one  stakeman,  and  axmen  if  neces- 
sary. The  transit  notes  will  be  platted  in  camp  from  day  to  day  as 
the  work  progresses,  on  a  long  roll  of  detail  drawing  paper,  and 

fenerally  on  a  scale  of  100  feet  to  the  inch.  The  platting  is  to  be 
one  with  chords  of  angles  or  with  tangents  of  angles.  These  platted 
points  are  then  to  be  transferred  to  plane-table  sheets  by  placing  the 
said  sheets  under  the  drawing  paper  and  pricking  through  ^ith  a 
needle  point.  Points  thus  transierred  are  to  be  marked  witli  the  con- 
secutive stake  number  and  the  elevation.  The  sheets  are  then  taken 
into  the  field  by  the  plane-table  man,  and  the  topography  in  5-foot 
contours  is  mapped  with  alidade  and  stadia  for  a  distance  of  300  to 
500  feet  on  both  sides  of  the  line.  The  sheets  should  overlap  an  inch 
or  two  at  the  most  convenient  angle,  at  or  near  the  left  side  of  the 
lower  sheet,  so  that  the  line  and  the  topography  may  be  continuous 
when  the  sheets  are  superimposed  in  their  proper  order,  at  any  time 
in  the  future.  In  this  method  the  topography  will  always  extend  to 
the  edge  of  the  upper  sheet,  and  it  will  be  necessary  at  times  to  have 
both  sheets  on  the  board  at  once,  until  the  junction  of  lines  and  topo- 
graphy is  affected,  when  the  iipper  sheet  may  be  filed  away  and  work 
continued  on  the  next  sheet.  The  organization  of  this  party  will  con- 
sist of  plane-table  man,  rodmen,  and  one  station  assistant,  who  will 
keep  notes  and  work  up  the  elevations  and  horizontal  distances  from 
the  vertical  angles  and  stadia  distances. 

4.  The  level  work  shall  be  of  the  same  degree  of  accuracy  as  re- 
quired by  the  regulations  of  the  topographic  branch.  Permanent 
bench-mark  posts  shall  be  established  on  the  line  of  survey  at  intervals 
not  greater  than  3  or  4  miles,  and,  wherever  practicable,  be  connected 
with  the  bench  marks  of  the  topographic  branch.  Temporary  bench 
marks  should  be  established  not  more  than  a  mile  apart  m  open  coun- 
try and  every  1,000  feet  in  rough  or  broken  country.  Connections 
should  l)e  made  as  often  as  possible  with  the  located  Cornells  of  the 
public-land  surveys. 

5.  A  system  of  triangulation  should  also  l)e  carried  along  with  the 
survey,  with  sides  of  triangles  from  1  to  5  miles  in  length.  The  chief 
of  party  can  execute  this  triangulation  on  alternate  days  when  the 
transit  is  not  being  used  on  the  canal  line. 

f).  Monuments  T()r  the  signals  should  be  fairly  |>ermanent,  consist- 
ing of  mounds  of  rocks  with  flagstaffs  on  them  or  tripods  surmounted 
with  flags  and  staffs. 

7.  Observations  of  Polaris  should  occasionally  be  taken  as  the  sur- 
vey progresses,  in  order  to  check  the  azimuth  of  the  line.  These  ob- 
servations, if  possible,  should  l)e  made  at  a  station  on  the  line  from 
which  three  or  more  triangulation  signals  are  visible,  and  the  angles 
between  these  signals  and  the  azimuth  mark  be  measured. 

8.  Where  only  a  hasty  reconnaissance  can  be  made  of  the  canal  line, 
the  topography,  insteacl  of  being  mapped  with  a  plane  table,  may  be 
sketched  in  a  notebook,  only  one  man,  with  hand  level,  being  re- 
quired for  that  purpose.  He  will  generally  keep  up  with  the  transit 
party. 

9.  Along  canyon  sections  the  scale  of  400  feet  for  the  plane-table 
work  will  be  hardly  large  enough,  and  if  an  accurate  estimate  is  de- 
sired a  larger  scale  of  200  or  100  feet  to  the  inch  will  be  necessary. 


GEOLOGICAL  SUBVEY.  .  361 

Experience  has  shown  that  through  open  country,  with  the  recom- 
mended scale  of  500  feet,  the  plane-table  party  can  generally  keep  up 
with  the  locating  party  bv  the  method  of  work  adopted  by  the  lat- 
ter— that  is,  running  the  levels  one  day  and  then  locating  the  same 
line  with  transit  the  following  day. 

47.  BoBiNos. 

1.  Borings,  or  soundings  for  bed  rock,  will  be  undertaken  after  au- 
thorization by  the  chiei  engineer  or  the  principal  engineer,  their 
object  being  to  determine  the  depth  to  bed  rock,  or  character  of 
foundation,  at  a  proposed  dam  site,  and  in  some  cases  along  a  pro- 
posed canal  line. 

2.  The  organization  will  consist  of  one  chief  of  party,  one  foreman 
or  diamond-drill  expert,  laborers,  and  camp  assistants.  The  chief  of 
party  will  give  the  location  for  the  holes,  determining  the  same  by 
measurement  with  a  steel  tape;  he  will  also  keep  all  records  and  see 
that  they  are  in  proper  shape  for  interpretation  by  others.  For  this 
purpose  a  special  notebook.  Form  9-250,  should  be  used.  His  duties 
will  include  also  camp  management  and  the  employment  of  men. 

3.  The  foreman  will  generally  be  a  man  or  a  number  of  years' 
experience  in  diamond-drill  prospecting,  and  he  will  have  charge  of 
the  boring  work.  Machinery  for  the  boring  outfit  will  generally  be 
ordered  by  the  principal  engineer. 

4.  Two  styles  of  hand  [H)paratus  are  in  use  by  the  Survey  for 
driving  pipe — the  Pierce  rig,  and  the  machinery  adapted  to  the 
hydraulic  jetting  method.  Steam  machinery  is  used  on  large  investi- 
gations where  practicable.  The  pipe  in  use  is  from  2  to  3^  inches  in 
diameter ;  grade,  double  extra  strong. 

5.  A  careful  record  of  the  material  encountered  when  driving  pipe 
should  be  kept,  and  samples  collected  and  shipped  to  the  Washing- 
ton office  in  small  canvas  bags  or  in  bottles.  Diamond-drill  cores 
should  be  carefully  saved  and  placed  in  suitable  trays  for  shipment 
to  the  Washington  office.  All  samples  should  be  carefully  marked 
with  the  correspcmding  depths  ti'om  which  thev  have  been  obtained, 
as  well  as  with  the  line  letter  and  the  number  of  the  hole. 

48.  Standard  Scales  for  Topographic  Work  of  Reclamation  Service. 

1.  Fifty  feet  to  an  inch. — This  is  the  standard  scale  for  the  survey 
of  dam  sites.  A  large  majority  of  such  sites  can  and  should  be 
surveved  on  this  scale.  In  a  few  cases,  where  the  survev  of  the  site 
will  occupy  more  than  one  entire  plane-table  sheet  and  where  the 
detail  of  tlie  topography  is  not  great,  a  scale  of  100  feet  to  an  inch 
may  be  used.  The  contour  interval  will  ordinarily  be  5  feet,  and  a 
smaller  interval  should  be  used  on  comparatively  level  ground. 

2.  One  hundred  feet  to  an  inch, — This  is  the  standard  scale  for 
contour  work  to  be  used  in  making  final  locations  and  estimates  of 
cost  of  canal  lines,  and  is  deemed  sufficiently  large  for  all  such  pur- 
poses. In  some  cases,  where  the  country  is  particularly  smooth  and 
free  from  detail,  a  smaller  scale  may  be  employed.  The  contour 
interval  will  ordinarily  be  5  feet  and  a  smaller  interval  should  be 
used  on  comparatively  level  ground. 
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8.  Five  hundred  feet  to  an  inch. — ^This  is  the  standard  scale  for  the 
survey  of  reservoir  sites  which  can  easily  be  made  on  one  plane-table 
sheet.  Larger  reservoirs  will  be  surveyed  on  a  smaller  scale.  The 
contour  interval  of  all  reservoirs  sites  will  ordinarily  be  10  feet. 

4.  One  thousand  feet  to  an  inch. — This  is  the  standard  scale  for 
all  reservoirs  which  exceed  2  miles  in  any  dimension,  and  will  be 
used  on  most  reservoir  sites.  It  will  also  be  used  occasionally  in 
extended  surveys  which  are  intended  for  a  general  study  of  the 
location  of  canal  lines  and  other  irrigation  works.  The  contour 
interval  will  ordinarily  be  10  feet,  though  in  exceedingly  steep 
country  this  may  be  increased  to  20  feet  where  this  interval  win 
correctly  portray  the  topography. 

5.  Two  thousand  feet  to  an  inch. — ^This  is  the  standard  scale  for 
the  survey  of  valley  lands  destined  for  irrigation.  For  such  purposes 
the  contour  interval  will  usually  be  5  or  10  feet,  depending  upon  the 
slope.  It  will  also  be  the  scale  ordinarily  employed  for  areal  topo- 
graphic work  intended  to  show  large  tracts  of  country  upon  which 
to  make  a  general  irrigation  study  for  the  preliminary  projection  of 
irrigation  works.  In  such  cases  the  contour  interval  win  be  10  or  20 
feet,  depending  upon  the  character  of  the  topography  to  be  shown. 

6.  The  engineer  in  charge  of  a  particular  piece  of  work  will  deter- 
mine which  one  of  these  scales  and  contour  intervals  should  be 
employed,  being  guided  by  the  above  general  rules.  In  case  he  is 
convinced  that  some  scale  other  than  the  five  standard  scales  is  more 
suitable,  he  will  communicate  the  fact  to  the  chief  engineer,  giving 
his  reasons  and  requesting  authority  for  the  use  of  some  other  scale. 

49.  Withdrawal  and  Classification  of  Lands. 

1.  In  reporting  withdrawals  for  irrigation  projects  the  engineer 
should,  so  far  as  possible,  designate  for  withdrawal  the  land  to  be 
covered  by  any  reservoir  which  may  be  needed  in  connection  with 
the  project.  The  withdrawal  for  reservoir  purposes  will  be  distinct 
from  that  required  for  irrigable  lands,  and  will  prevent  the  making 
of  entry  of  any  kind.  Even  if  the  outline  of  the  reservoir  can  not 
be  accurately  determined  an  attempt  should  be  made  to  designate  by 
sections  the  land  to  be  withdrawn  for  that  purpose. 

2.  One  of  the  most  essential  parts  of  the  work  of  preliminary  in- 
vestigation for  an  irrigation  project  to  be  constructed  under  the 
reclamation  act  is  to  maKC  a  record  of  the  amounts  of  water  diverted 
by  the  various  ditches  taking  water  from  the  source  of  supply  to  be 
affected  by  the  Government  work;  also  the  maximum  capacity  of 
each  of  the  ditches  or  reservoirs  in  use.  Any  information  relating 
to  legal  decisions  concerning  water  rights,  and  the  best  source  of 
information  concerning  this  subject,  will  be  of  gi*eat  value  in  sub- 
sequent investigations. 

3.  In  describnig  lands  the  following  general  rules  should  be  ob- 
served. The  quarter  sections  should  be  placed  in  the  following  order: 
NE.,  NW.,  SE.,  and  SW.  Always  insert ''  and  "  before  the  last  sub- 
division of  each  section.  Lot  numbei-s  should  be  given  first  and  half 
sections  should  come  last.  The  following  will  serve  as  a  specimen  for 
arrangement,  order  of  description,  and  punctuation.  Alw^ays  give 
the  principal  meridian  and  State, 
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T.  1  N,,  R.  1  W„  8.  B,  M.,  Califamia. 

Lots  1  and  2,  8W.  i  NR  h  S.  1  NW.  i,  and  S.  1 Sec.    1 

NB.  i,  E.  1  NW.  h  N.  i  8E.  i,  and  SW.  i Sec.    6 

Lots  1,  2,  3,  and  4.  SE.  i  SW.  i,  and  B.  i Sec.  18 

SW.  i  and  N.  i Sec.  20 

All 1 Sees.  23,  24,  33,  and  35 

4.  When  engaged  in  making  a  reconnoissance  or  preliminary  survey 
for  a  reclamation  project  the  engineer  should  endeavor  to  avoid  pub- 
licity concerning  the  fletails  of  the  project,  and  especially  the  land 
which  may  be  temporarily  withdrawn  pending  survey. 

5.  It  usually  tanes  two  or  three  weets  for  the  order  of  withdrawal 
to  reach  the  local  land  office  after  the  request  has  been  made  by  this 
office.  If  the  information  becomes  public  before  the  order  of  with- 
drawal reaches  the  local  land  office  speculative  entries  may  be  made  in 
large  numbers  and  difficulties  may  result. 

6.  Upon  the  completion  of  his  examination  the  engineer  will  report 
fully,  with  his  recommendations  and  reasons  therefor.  If  he  recom- 
menas  the  withdrawal  of  lands,  all  tracts  that  can  possibly  be  irri- 
gated under  the  project  should  be  included.  The  land  included  in  a 
preliminary  withdrawal  of  this  kind  may  be  described  by  entire 
townships. 

7.  As  soon  as  the  extreme  height  of  the  dam  for  a  reservoir  can  be 
determined  the  highest  water  line  should  be  run  out  and  accurately 
connected  with  the  public  surveys. 

8.  The  engineer  will  thereupon  forward  to  the  chief  engineer  a  list 
of  the  lands  which  will  be  covered  by  the  dam,  the  head  works,  and 
the  water  of  the  reservoir  at  the  high^  level,  allowing  for  a  marginal 
strip  of  100  feet  outside  of  the  land  actually  covered;  a  wider  mar- 
ginal strip  may  be  allowed  for  in  places  where  it  will  be  necessary  to 
control  more  land  for  the  proper  maintenance  and  protection  of  the 
reservoir  and  head  works. 

9.  When  the  survey  of  the  irritable  lands  has  proceeded  sufficiently 
to  enable  the  engineer  to  determme  the  lands  which  can  not  be  irri- 
gated under  the  proposed  works  he  should  forward  to  the  chief 
engineer  a  list  of  the  lands  to  be  excluded  from  the  preliminary  with- 
drawal, in  order  that  they  may  be  restored  to  entry. 

10.  The  descriptions  ot  lands  for  reservoir  sites  and  for  restoration 
to  entry  should  be  such  as  to  designate  them  by  smallest  legal  sub- 
divisions— ^that  is,  40-acre  tracts  or  lots.  They  should,  however,  be 
consolidated  as  much  as  possible,  using  whole  sections,  or  quarter 
sections,  or  half-quarter  sections  where  possible,  instead  of  the 
separate  quarter-quarter  sections. 

11.  Where  the  public-land  surveys  have  not  been  extended  over  the 
lands  in  question,  but  are  not  far  distant,  it  will  be  advisable  to 
project  the  public-land  surveys,  making  liberal  allowance  for  possible 
variance  in  the  final  Land  Office  surveys.  When  the  public-land 
surveys  are  at  a  considerable  distance  the  descriptions  should  be  made 
with  a  view  to  their  feeing  platted  on  the  State  or  Territorial  maps 
issued  by  the  General  Land  Office. 

12.  The  fact  that  any  tract  is  included  in  one  of  the  so-called 
"  school  sections  "  should  not  prevent  a  recommendation  for  its  with- 
drawal, because  the  status  of  such  lands  depends  upon  a  variety  of 

S.  Doc.  396,  59—2,  pt  2 23 
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conditions,  and  the  decision  in  the  matter  must  be  left  to  the  Greneral 
Land  Office. 

13.  Topographic  maps  of  irri^ble  lands  should  show,  in  addition 
to  the  topography,  a  classification  of  the  lands.  Notes  should  be 
made  of  uie  character  of  the  soil,  vegetation,  etc.,  including;  infonna- 
tion  as  to  the  areas  covered  by  timber,  wood,  and  brush. 

14.  With  reference  to  irrigability,  the  land  will  be  divided  into 
two  general  classes,  irrigable  and  nonirrigable.  This  can  be  best 
done  on  a  piece  of  tracmg  cloth,  showing  the  public-land  subdi- 
visions by  40-acre  tracts  or  lots,  which  is  placed  over  the  map. 
Irrigable  land  will  be  classified  as  first,  secona,  and  third  class.  By 
nonirrigiable  or  worthless  land  is  meant  land  that  is  too  rocky,  too 
broken,  or  too  full  of  alkali  (shown  by  black  or  white  deposits)  to 

Eermit  of  apiculture.  On  the  tracing  cloth  the  classification  should 
e  indicated  in  colors;  nonirrigable  or  worthless  land  should  be 
colored  in  red,  first-class  irrigable  land  in  green,  second-class  in  blue* 
and  third-class  in  black,  these  colors  all  to  be  shown  by  pencils  of 
the  appropriate  color.  The  land  under  cultivation  at  present  ^ould 
be  shown  m  its  appropriate  color  with  fine  black  lines  drawn  across. 
In  addition  to  the  color  sheet  there  should  be  detail  notes  kept, 
recorded  in  notebooks  No.  9-896,  describing  the  soil,  topographjr,  and 
vegetation  of  the  various  subdivisions  on  the  tracing,  the  subdivisions 
being  referred  to  by  numbers. 

50.  Classification  of  Mateuai.. 

1.  On  all  surveys  of  dam  sites  and  of  canal  lines  upon  which 
estimates  are  to  be  made  care  should  be  taken  to  ascertain  the 
character  of  the  material  to  be  moved  and  to  indicate  upon  the  map 
the  class  under  which  it  falls.  This  classification  will  depend  to 
some  extent  upon  local  conditions  and  should  be  explicit.  The 
following  classes  and  descriptions  have  been  adopted  as  standard 
for  the  guidance  of  engineers,  and  may  be  modified  by  the  engineer 
in  charge  when  conditions  render  it  necessary: 

(a)  Earth. — All  material  that  can  be  plowed  by  an  average  8-mulc 
team,  well  handled,  attached  to  a  suitable  breaking  plow ;  also  all  loose 
material  that  can,  without  plowing,  be  loaded  into  a  scraper  by  two 
men. 

(&)  Hardpan, — Indurated  earth,  sand,  or  gravel  which  can  not  be 
plowed,  but  requires  loosening  by  powder  and  can  then  be  removed  by 
scrapers. 

(c)  Loose  rock, — All  detached  masses  of  rock  more  than  2  and  less 
than  10  cubic  feet  in  volume,  and  all  slate  or  other  rock  soft  or  loose 
enough  to  be  removed  without  blasting. 

{(£)  Solid  rock, — All  rock,  not  included  above,  which  requires  drill- 
ing and  blasting. 

51.  Maps  and  Dbawinos  fob  Hydrooraphio  Papers. 

1.  The  paper  used  for  field  work  should  be  of  such  tint  as  to 
furnish  a  good  photograph  when  completed.  For  this  purpose 
a  brown  tint  is  to  be  avoided,  and  a  bluish  or  cream  color  is  desirable. 
In  inking  the  sheets  care  should  be  taken  to  use  ink  that  will  photo- 
graph ;  use  Prussian  blue  with  a  slight  addition  of  burnt  sienna  for 
the  drainage,  and  burnt  sienna  for  the  contours.    Lettering  should 
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be  legible,  but  no  expense  should  be  incurred  for  artistic  or  showy 
titles.  The  description  of  each  sheet  should  be  clearly  written  at 
the  bottom,  and  the  names  and  the  dates  be  inserted,  so  that  no 
possible  mistake  can  arise  in  future  years  as  to  the  precise  location 
of  the  survey,  by  whom  made,  and  when.  Every  fifth  contour  should 
be  dotted,  for  convenience  in  reading  the  map.  Field  sheets  should 
be  inked  as  soon  as  possible,  lettered  plainly  as  far  as  essential  features 
are  concerned,  signed  in  ink,  dated,  and  sent  to  the  Washington 
ofSce  to  be  photo^aphed. 

2.  It  is  not  desirable  to  attempt  to  redraw  field  sheets  and  combine 
them  into  one  large  drawing ;  it  is  preferable  to  preserve  the  maps  as 
separate  sheets,  combining  the  photographs  whenever  necessary  to 
use  them  together.  The  drawing  of  large  maps  which  must  be  rolled 
is  to  be  avoided  whenever  pi;acticable.  . 

3.  In  the  preparation  of  maps  and  drawings  the  object  of  the  draw- 
ing must  be  borne  in  mind.  If  likely  to  be  used  as  an  illustration  in 
future  publications,  the  first  item  to  be  considered  must  be  the  form 
of  publication. 

4.  Text  figures. — It  is  desired  to  confine  the  reproduction  of  draw- 
ings as  far  as  possible  to  text  figures.  The  standard  width  of  text  for 
the  Water-Supplv  Papers  and  the  annual  report  of  the  Reclamation 
Service  is  4f  mches.  Text  figures  may  be  of  any  width  up  to  that 
limit  and  of  any  height  up  to  6f  inches.  The  character  of  work  on 
drawings  to  be  inserted  in  the  text  must,  therefore,  be  such  as  will 
give  good  results  when  reduced  to  these  dimensions.  The  limiting 
dimensions  of  drawings  for  text  figures  should  be  made  some  simpl! 
multiple  of  the  sizes  fixed  for  the  text  figures,  as  given  above — pref- 
erablv,  for  convenience,  twice  or  three  times — that  is  to  say,  a  draw- 
ing for  a  text  figure  should  have  no  projecting  parts  exceeding  in 
width  twice  or  three  times  4|  inches  or  exceeding  in  height  twice  or 
three  times  6f  inches.  Drawings,  such  as  elevations  and  sections, 
which  can  not  be  reduced  to  the  width  of  a  single  text  figure  fre- 
quently be  cut  in  two,  making  two  text  figures  facing  each  other  on 
opposite  pages. 

5.  Plates. — Besides  figures  printed  with  the  text,  it  is  allowable  to 
use  inserted  plates.  These  should  be  avoided  as  much  as  possible  and 
their  use  restricted  to  the  larger  and  more  important  drawings  in 
which  there  is  so  much  detail  that  they  can  not  be  reduced  to  the  size 
of  text  figures.  Plates  are  not  only  more  expensive  than  text  figures, 
but  they  sometimes  delay  the  publication.  While  text  figures  can  be 
used  with  comparative  freedom,  care  must  be  exercised  in  using 
plates. 

6.  An  inserted  plate  should  be  exactly  7^  inches  high  between  neat 
lines,  and  may  be  of  any  width  if  it  is  to  be  folded.  If  a  double-page 
plate,  mounted  in  the  center,  the  width  between  neat  lines  should  be 
exactly  9f  inches.  If  wider  than  this,  the  plate  can  be  mounted  on 
one  side  and  have  several  folds.  Original  drawings  for  reproduction 
as  plates  should  be  prepared  for  reduction  to  either  two-thirds  (one- 
third  off),  one-halt,  or  one-third  the  original  size  of  the  drawing. 
Thus,  a  drawing  prepared  for  reduction  to  one-third  of  original  size, 
to  make  a  double-page  plate,  should  have  limiting  dimensions  between 
neat  lines  just  three  times  the  size  of  the  plate,  or  22^  inches  high  by 
28^  inches  wide.  As  far  as  possible  all  drawings,  whether  for  text 
figures  or  plates,  should  be  made  so  that  they  will  stand  upright  on 
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the  page,  thus  obviating  the  necessity  of  turning  the  book  around  in 
order  to  inspect  the  figure  or  plate. 

7.  Standard  sizes  and  reductions. — ^The  following  are  standard 
sizes  adopted  for  drawings : 

(a)  Text  figures:  For  one-half  reduction,  limiting  lines  8f  inches 
horizontal  by  any  size  up  to  13^  inches  vertical.  For  one- third  reduc- 
tion, limiting  lines  13^  horizontal  by  any  size  up  to  20^  inches  vertical 

(6)  Plates:  For  folded  plates,  for  reduction  to  two- thirds  size 
(one-third  off),  limiting  neat  lines  11^  inches  vertical  and  any  neces- 
sary width ;  or,  for  reduction  to  one-half,  15  inches  vertical  and  anv 
necessary  width.  For  double-folded  plates,  for  reduction  to  one-hall, 
limiting  height  between  neat  lines  30  inches  with  any  required  width; 
or,  for  reduction  of  one-third  off,  22^  inches  in  height  with  any  re- 
quired width. 

8.  For  simplicity  and  convenience  it  is  desired  that  the  above 
standard  sizes  and  reductions  be  adhered  to  as  far  as  i>ossible,  scales 
being  selected  for  the  drawings  which  will  bring  them  within  the 
necessary  limits.  In  selecting  a  scale  for  a  drawing  care  ^ould  be 
exercised  that  it  be  adequate  to  the  amount  of  reduction  in  view.  The 
size  of  all  lettering  should  also  be  carefulljr  proportioned  to  the  pro- 
posed reduction — that  is  to  say,  in  making  an  originid  drawing 
which  will  be  reduced  to  one-half  size  when  reproduced,  the  drafts- 
man should  make  all  lettering,  figures,  etc.,  just  twice  as  large  as  they 
are  to  appear  in  the  finished  illustration,  plate,  or  figure;  if  the  reduc- 
tion is  to  be  to  one-third,  then  all  lettering,  figures,  etc,  should  be 
three  times  the  size. 

9.  It  is  recommended  that,  as  far  as  possible,  all  drawings  be  made 
on  Strathmore  board  No.  11,  size  23  by  29.  The  whole  sheet  can  be 
used  for  drawings  for  large  plates,  and  it  can  be  subdivided  for 
smaller  drawings  and  text  ngures.  Four  drawings  of  double  size  for 
text  figures — namely,  Sj  inches  in  width  and  not  to  exceed  13^  inches 
in  height — can  be  conveniently  drawn  on  a  single  sheet  of  this  board. 

10.  in  the  case  of  larger  maps  and  working  drawings  not  likely 
to  be  used  for  illustration  purposes  the  principal  considerations  are 
that  the  work  be  such  as  will  give  good  results  when  photographed 
and  that  the  sheets  l:>e  made  of  such  size  as  to  be  conveniently  filed. 

11.  Uniformity  in  all  possible  particulars  is  greatly  to  be  desired. 
The  general  style  of  drafting  worlc  on  all  maps  and  drawings  should 
be  such  as  will  give  good,  clear  results  when  reproduced  by  photo- 
graphing. Very  fine  lines  should  be  avoided,  and  aU  lettering,  fig- 
ures, etc.,  should  be  plain  and  open  in  style  and  of  sufficient  size  to 
meet  the  requireiuents  of  the  reduction  in  view.  Blue  ink  and  other 
colors  which  do  not  give  good  results  when  photographed  should  not 
be  used.  Blue  paint  gives  good  results  and  can  be  used  in  place  of 
blue  ink. 

12.  For  uniformity  and  convenience  in  reference,  filing,  etc,  a 
standard  form  of  title  has  been  adopted.  The  essential  pointvS  should 
appear  in  every  title;  for  example:  *'  Reclamation  Service,  U.  S.  G. 
S.'  ;  the  name  of  the  project  involved  and  the  State;  the  particular 
subdivision  or  detail  of  project  to  which  the  drawing  has  special 
reference;  location  by  township  and  range,  if  appropriate;  the  name 
of  the  engineer  or  draftsman  responsible  for  the  map  or  drawing,  and 
the  date  of  the  drawing  or  survey,  A  bar  scale  should  also  be  drawn 
on  each  map  or  drawing. 
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INTRODUCTION. 

Portions  of  sections  25, 40,  41,  42,  45,  47,  and  62  have  been  amended 
by  approval  of  the  Secretary  of  the  Interior,  March  21  and  27  and 
Apru  21, 1906,  and  new  sections,  11a  and  36a,  have  been  added  to  make 
the  regulations  conform  to  the  adoption  of  a  per  diem  allowance  in  lieu 
of  subsistence  in  place  of  reimbursement  for  actual  expenses  incurred 
in  travel,  as  mav  be  authorized  by  the  Director  of  the  Survey  for  each 
specific  case.    l*he  sections  affected  are  printed  below. 

GENERAL  INSTRUCTIONS  AND  OFFICE  REGULATIONS. 

11a.  Peb  Dieh,  Houdays,  and  Annual  Leave. 

1.  In  order  to  determine  when  the  per  diem  in  lieu  of  subsistence 
shall  begin,  the  dav  will  be  divided  at  meridian.  When  travel  begins 
before  noon,  a  day's  per  diem  will  be  allowed,  and  when  it  begins  after 
noon,  no  per  diem  will  be  allowed  for  the  day.  The  same  will  apply 
in  terminating  the  per  diem  allowance.  The  hour  of  departure  irom 
and  return  to  official  station  must  be  shown  for  each  trip. 

2.  Whenever  employees  in  the  field,  with  the  per  diem  allowance  in 
lieu  of  subsistence,  are  ordered  to  the  District  of  Columbia,  they  will  be 
allowed  per  diem  for  the  day  of  arrival  if  they  arrive  after  12  m.  To 
entitle  those  ordered  outside  of  the  District  of  Columbia  to  per  diem 
for  the  day  of  departure,  they  must  have  left  before  12  m. 

3.  Only  actual  and  necessary  expenses  will  be  allowed  for  fractional 
parts  of  a  day  when  the  travel  begins  and  ends  on  the  same  day.  (See 
Comp.  Dec,  vol.  7,  p.  127.) 

4.  Employees  in  the  field  will  be  allowed  per  diem  for  Sundays  and 
le^l  holidays  while  on  duty  and  away  from  home  and  outside  of  the 
District  of  Columbia.  When  a  leave  of  absence  commences  on  a  Mon- 
day or  terminates  on  a  Saturday,  or  is  preceded  or  followed  by  a  legal 
holiday,  employees  are  not  legally  entitled  to  their  per  diem  in  lieu  of 
subsistence  lor  such  preceding  and  succeeding  Sundays  and  holidays, 
unless  they  were  actually  on  outy  at  their  places  of  assignment,  which 
ftict  must  be  stated  after  the  last  item  of  expense  has  l^en  entered  in 
the  voucher.  Whenever  in  the  course  of  assignments,  employees  spend 
their  Sundays  or  legal  holidays  at  home,  they  will  not  be  entitled  to 
per  diem  for  such  days,  and  in  these  cases  they  should  note  on  their  re- 
port for  the  day  preceding  such  visits  the  time  they  left  their  places  of 
assignment,  ana  on  the  report  for  the  day  thereafter  the  time  at  which 
they  resumed  their  work.  Whenever  an  employee  is  detained  at  any 
point  upon  business  of  his  own,  it  must  be  at  his  expense. 

25.  Employment  of  Field  Assistants,  Rodmen,  Ghainmen,  Flaquen,  and 

liABuaEBS. 

1.  Only  graduates  of  technical  schools  or  those  who  have  had  special 
experience  are  eligible  for  employment  as  field  assistants  in  the  Geo- 
logical Survey. 

2.  Persons  employed  as  rodmen,  chainmen,  and  flagmen,  or  in  any 
capacity,  shall  be  not  less  than  20  years  of  age;  and  if  students  at 
school  or  college,  must  agree  to  remain  with  the  Survey  until  the  dose 
of  the  field  season,  provided  their  services  are  satisf adborj. 
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8.  The  class  of  persons  grouped  under  the  ffeneral  term  of  laborers, 
including  drivers,  packers,  and  cooks,  will  oe  employed  during  the 
field  season  by  the  chiefs  of  parties  as  necessity  may  arise,  by  the 
day,  week,  or  month. 

4.  All  the  employees  above  mentioned  will,  when  practicable^  be 
engaged  in  or  near  the  areas  under  survey,  and  they  must  present 
themselves  at  the  field  outfitting  point  of  the  party  to  whicn  they 
are  attached  and  will  be  discharged  at  the  end  of  the  field  season. 
No  traveling  expenses  to  the  field  will  be  allowed;  but,  provided 
the  employee  remain  with  the  party  until  the  close  of  the  period 
agreed  upon,  return  traveling  expenses  will  be  paid  to  the  place  where 
he  was  employed,  or  to  his  home,  if  the  expense  to  the  latter  be  less 
and  he  presents  sworn  accounts  covering  such  journey.  Preference 
will  be  given  to  applicants  from  States  in  which  the  work  is  to  be 
done. 

5.  The  services  of  such  temporary  employees  as  are  hired  for 
periods  exceeding  one  week  must  be  engaged  on  written  letters  of 
employment,  one  copy  of  which  shall  be  deposited  with  the  appro- 

Eriate  disbursing  officer  and  one  with  the  Auditor  for  the  Interior 
department.  Such  letters  must  state  the  rate  of  pay  and  the  per 
diem  to  be  allowed  in  lieu  of  subsistence.  Supplemental  letters  of 
employment  shall  be  filed  in  case  of  promotion. 

36a.  Estimates  fob  and  Assignment  to  Field  Work. 

1.  Prior  to  the  beginning  of  each  field  season,  or  to  the  under- 
taking of  any  new  piece  of  field  work,  division  chiefs  will  submit 
to  the  Director  plans  and  estimates  to  cover  the  proposed  work  for 
the  ensuing  fiscal  year.  Until  these  plans  and  estimates  have  been 
approved  no  assignments  to  field  duty  shall  be  made. 

2.  All  assignments  to  field  duty  of  regular  employees  of  the 
Survey  involving  expenditures  of  any  kind  in  connection  with  field 
work  must  be  signed  by  the  Director. 

8.  Jjetters  of  authorization  of  field  work  must  be  executed  in  dupli- 
cate, one  to  be  deposited  with  the  Auditor  for  the  Interior  Depart- 
ment, the  other  to  be  retained  by  the  employee  addressed.  Copies 
must  also  be  deposited  in  the  office  of  the  Director  and  in  the  division 
files.  Such  authorization  must  bear  a  serial  number  prefixed  by  the 
initial  letter  of  the  name  of  the  branch  of  the  Survey  concerned. 

4.  Such  authorization  of  field  work  must  include  authority  to 
travel,  to  purchase  supplies  and  field  material,  and  to  incur  other 
expenses,  to  employ  assistants  when  required,  to  incur  expenses  on 
behalf  of  such  temporary  employees,  the  amount  of  per  diem  in  lieu 
of  subsistence  or  a  statement  that  actual  expenses  only  will  be  allowed, 
also  the  per  diem  which  may  be  allowed  temporary  employees. 

DISBURSEMENTS. 

40.  Classification  of  Disbubsements. 

1.  When  practicable,  disbursements  for  the  Geological  Survey 
are  classed  under  three  heads,  for  which  separate  blanks  are  pro- 
vided, viz: 

(a)  Services. 
b)  Traveling  and  miscellaneous  expenses. 

[e)  Purchases  and  miscellaneous  expenses. 


i: 
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2.  Services  and  per  diem  allowance  in  lieu  of  subsistence  or  actual 
expenses  may  be  accounted  for  on  the  same  blank  with  traveling 
and  miscellaneous  expenses. 

41.  Rendbbino  of  Vouches  Aogounts. 

1.  Each  chief  of  party  or  employee  operating  under  an  independent 
allotment  and  assignment  to  field  work  must  submit  his  own  voucher 
accounts,  in  which  may  be  included  items  covering  the  expenses  of 
his  subordinates,  these  accounts  to  be  assembled  in  a  chronological 
order  on  a  miscellaneous  and  traveling  expense  voucher  for  cash  pay- 
ments, or  on  a  purchase  voucher  for  direct  payments  by  a  disbursing 
officer.  Such  accounts  must  not  be  submitted  more  than  twice  in  the 
same  month  for  the  same  appropriation,  and  must  include  expendi- 
tures for  one  month  only,  except  in  case  of  defective  accounts  re- 
turned by  the  certifying  officer  for  correction;  these  should  be 
included  in  the  first  account  submitted  after  the  corrections  are 
made.  Traveling-expense  accounts  for  a  continuous  journey  are 
excepted. 

42.  Vouchees  in  Dupucate. 

1.  All  vouchers  should  be  written  in  ink  or  typewritten  in  dupli- 
cate and  should  be  signed  with  ink,  though  the  body  of  the  duplicate 
may  be  a  carbon  or  other  process  copy  of  the  original,  if  legible. 

45.   DiSBUESEMENTS   FOE   TEAVELINO   AND   MISCELLANEOUS    BZPENSES. 

1.  Officers  or  employees  of  the  Geological  Survey,  whose  salaries 
are  not  fixed  by  statute,  when  traveling  under  letters  of  authorization 
of  field  work  may  be  allowed  as  additional  compensation,  in  lieu  of 
actual  expenses  for  meals,  lodging,  laundry,  baths,  porterage  in  hotels 
or  on  sleeping  cars,  street-car  fares,  baggage  transfers,  and  checking 
of  parcels,  a  per  diem  amount  to  be  fixed  oy  the  Director,  with  the  ap- 
proval of  the  Secretary  of  the  Interior,  not  exceeding  $4  per  day,  m 
addition  to  the  actual  expenses  incurred  for  transportation  upon 
railroads,  steamboats,  or  other  usual  or  necessary  modes  of  convey- 
ance, tolls,  ferriage,  sleeping-car  and  parlor-car  fares. 

2.  An  authorization  to  make  a  journey,  signed  by  the  Director, 
must  accompany  each  traveling-expense  account,  except  that^^ca^. 
traveling  and  miscellaneous  expenses  incurred  under  a  general  lett^"*  > 
of  authorization  of  field  work,  reference  to  such  letter  by  numbef  in 
the  body  of  the  account  shall  be  accepted  in  lieu  of  separate  journey, 
authorization. 

3.  Journeys  made  in  prosecution  of  official  work  between  varioug^ 
points  withm  the  area  assigned  for  such  work  are  journeys  within  .- 
the  meaning  of  these  regulations,  in  the  same  sense  as  is  travel  from^- ' 
one  field  of  work  to  another,  or  between  Washington  and  the  field. 

4.  On  the  face  of  traveling  and  miscellaneous  accounts  (Form 
9-016)  there  must  be  included  a  statement  of  the  initial  and  closing 
dates  for  the  period  covered,  of  the  number  of  days  of  travel  or  field 
work  included,  with  a  statement  of  the  per  diem  allowance  for  that 
number  of  days;  also  a  statement  of  the  actual  amount  of  expenses 
incurred  in  personal  travel,  outside  of  subsistence  covered  by  the 
per  diem,  including  actual  expenses  for  transportation  upon  railroads, 
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Fteamboats,  or  other  usual  or  necessary  modes  of  conveyanoe,  tolls, 
ferriage,  sleeping-car  and  parlor-car  fares,  hire  and  keep  of  convey- 
ances and  of  horses,  etc. 

5.  Where  reimbursement  for  actual  expenses  is  allowed  instead  of 
per  diem  in  lieu  of  subsistence,  bills  will  oe  allowed  for  actual  neces- 
sary expenses  of  travel  subject  to  such  restrictions  as  are  established 
by  Treasury  regulations.    These  expenses  include: 

(a)  Fares  upon  railroads,  steamboats,  packets,  or  other  usual  modes 
of  conveyance. 

(b)  Hire  of  special  transportation,  either  by  land  or  by  water, 
when  there  are  no  regular  means  of  conveyance. 

c)  Ferriage,  tolls,  and  horse  ke(»ping. 

d)  Omnibus  or  transfer-coach  fere,  and,  when  there  are  no  such 
conveyances,  moderate  and  necessary  hack  hire,  not  exceeding  the  legal 
rates. 

(e)  Sleeping-car  fare  for  one  double  berth  for  each  person,  parlor- 
car  seat,  or  customary  stateroom  accommodations  in  boats,  steamers, 
etc. 


i; 


(f)  Lodging. 
.    0 


g)  Hotel  expenses,  not  exceeding  $5  a  day,  when  the  detention  is 
incident  to  or  necessary  for  the  performance  of  the  duties  for  which 
the  travel  is  ordered.  Hotel  buls  must  show  the  number  of  days 
charged  for,  the  regular  per  diem  rate  for  board  and  lodging,  together 
with  the  dates  when  the  same  were  furnished. 

(A)  Necessary  meals  en  route,  but  for  no  other  items  of  refresh- 
ment than  the  ordinary  food  provided  for  travelers.  No  charge  will 
be  allowed  for  hotel  bills  when  the  detention  is  unnecessary  for  the 
execution  of  the  orders  under  which  the  journey  is  performed,  nor 
for  meals  furnished  on  steamers  or  other  means  of  conveyance  which 
are  included  in  the  charge  for  fare. 

(i)  Traveling  on  limited  trains  requiring  excess  fares  will  not  be 
allowed,  excepting  where  absolutely  necessary  and  accompanied  by 
explanation. 

(j)  Charges  for  telegrams  must  be  accompanied  by  copies  of  the 
messages.     Only  Government  rates  will  be  allowed. 

(k)  Charges  for  telephone  service  must  contain  a  statement  of 
places  to  and  from,  and  the  time  occupied. 

(l)  Subvouchers  properly  receipted  will  be  required  for  all  items 
exceeding  $5,  excepting  those  enumerated  under  (a)  and  (e). 

(m)  Street-car  fares,  reasonable  fees  for  porters  on  sleeping  or 
parlor  cars,  boats,  and  for  transfer  and  care  of  parcels  at  hotels  and 
railroad  stations.  Reasonable  charges  for  laundry  work  and  for 
baths  w  ill  be  allowed  only  on  travel  continuous  for  a  week  or  more. 
Such  continuous  travel  is  not  intended  to  be  restricted  to  an  imbroken 
railroad  journey,  but  in  the  sense  herewith  used  does  not  apply  to 
journeys  made  in  the  course  of  regular  field  work  within  a  limited 
area. 

(n)  Every  officer  or  other  person  traveling  as  above  indicated  will 
keep  a  memorandum  of  the  expenditures  herein  allowed,  noting  each 
item  as  soon  as  the  expenditure  is  made,  and  will  make  affidavit  that 
the  different  charges  in  detail  therein  have  been  taken  from  and  veri- 
fied by  his  memorandum;  that  they  are  correct  and  just;  that  the 
amount  charged  was  actually  paid;  that  no  part  or  the  journey 
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charged  for  has  been  made  under  a  free  pass  on  any  railwav,  steam- 
boat, or  other  public  conveyance ;  that  the  number  of  days  for  which 
the  same  is  charged  were  necessarily  consumed  in  unavoidable 
delays  incident  to  travel  and  in  the  performance  of  the  duty  ordered 
or  service  rendered,  and  that  the  lourney  was  performed  with  all 
practicable  dispatch  by  the  usually  traveled  routes,  under  orders 
(copy  annexed),  or  for  the  purpose  of  (here  the  object  of  the  journey 
(should  be  fully  stated). 

6.  Where  a  per  diem  is  allowed  in  lieu  of  subsistence  instead  of 
refund  of  actufu  expenses,  all  of  paragraph  5  above  applies  and  will  be 
accounted  for  excepting  subparagraphs  (/),  {g)^  (A),  and  (m), 

7.  When  unusual  rates  or  excessive  amounts  of  transportation  are 
charged  for,  explanatory  certificates  setting  forth  the  necessity  for 
the  same  must  accompany  the  voucher,  and  if  approved  by  the 
Director  such  charges  may  be  allowed. 

8.  All  official  expenses,  such  as  railroad  and  other  fares,  hotel  bills 
where  a  per  diem  is  not  allowed,  expenses  incurred  on  behalf  of 
assistants,  purchases  of  supplies  and  expendable  field  material,  emer- 
gency repairs,  etc.,  incurred  on  field  journeys,  services  of  less  than  a 
week's  duration  where  immediate  payment  is  necessary,  and  all  other 
expenses  of  similar  kind  which  may  be  made  in  emergency  and  not 
because  of  desire  or  convenience,  should  be  accounted  for  on  traveling 
and  miscellaneous  vouchers  (Form  9-016),  supported  by  subvouchers 
for  each  item  which  may  be  in  excess  of  $5,  except  as  provided  in 
section  45,  paragraph  5,  subdivision  (Z). 

9.  In  the  case  of  parties  subsisting  in  camp,  in  addition  to  the 
pay-roll  account,  there  shall  be  submitted  on  the  same  line  with  the 
statement  of  services  of  each  individual  in  the  party  a  statement  of 
the  actual  number  of  days  for  which  he  was  subsisted,  and  at  the 
bottom  a  total  of  the  amount  expended  in  subsistence,  same  to  be 
submitted  by  the  party  chief.  The  chief  of  camping  party  should 
preserve,  for  his  protection  and  for  the  information  of  the  superior 
officers,  a  memorandum  of  all  expenses  incurred,  supported  by  origi- 
nal bills,  for  all  items  in  excess  of  $5. 

10.  Where  an  emergency  exists  that  requires  immediate  payment 
by  an  officer  of  the  Government  from  private  funds  for  expenses  in 
excess  of  those  indicated  in  section  45,  paragraph  8,  a  statement  should 
be  made  upon  the  face  of  the  subvoucher  explaining  why  payment  by 
a  disbursing  officer,  as  provided  in  section  47,  was  impracticable. 

11.  The  notarial  or  jurat  fee  paid  should  be  charged  as  the  last  item 
on  a  traveling-expense  account,  but  need  not  be  dated.  No  such  fee 
will  be  allowed  unless  claimed  in  the  account  to  which  it  pertains. 
It  must  not  exceed  the  legal  rate  in  the  State  or  Territory  where  taken, 
and  must  be  administered  by  a  notary  or  some  other  officer  authorized 
to  administer  oaths  and  having  a  seal. 

12.  It  has  been  ruled  by  the  Treasury  Department  that  the  traveling 
expense  vouchers,  though  required  to  be  made  in  duplicate,  constitute 
in  fact  but  one  account,  and  but  one  notarial  fee  will  be  allowed. 

13.  Payment  of  fare  to  bond-aided  railroads  or  their  leased  or 
operated  lines  is  forbidden  by  law.  In  traveling  by  such  roads  it  is 
necessary  to  use  transportation  requests  signed  by  the  Director.  (See 
sec.  67.) 
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47.   DI8BUB8EMENT8  FOB  PUBCHASES  AND  MlBOELLANBOUB  BXPERBBS. 

1.  Under  this  head  are  embraced  all  expenditures,  except  those  for 
annual  and  monthly  services  and  traveling  and  miscellaneous  ex- 
penses. They  include  the  disbursements  for  purchases,  rent,  storage, 
freight,  expressage,  subsistence,  forage,  necessary  medical  supplies  for 
field  men  and  animals,  services  by  the  day  and  job,  contract  work, 
telegraph  and  telephone  charges,  and  all  unclassified  expenditures 
exceeding  $5  in  amount,  immediate  payment  of  which  is  not  essential, 
and  which  may  be  accounted  for  on  direct  vouchers  to  be  paid  by 
check  from  a  disbursing  officer. 

2.  The  purchase  voucher  (Form  9-006  or  9-008)  should  be  used  for 
covering  these  expenditures.  Expenditures  of  tne  land  above  enu- 
merated and  where  immediate  payment  is  not  essential,  should  be 
submitted  on  this  or  similar  form  drawn  in  the  name  of  the  payee  and 
transmitted  to  the  office  or  to  the  nearest  special  disbursing  agent  for 
direct  payment  out  of  Government  funds. 

3.  In  the  body  of  the  receipt  of  a  main  or  direct  purchase  voucher 
is  written  or  printed  the  name  of  the  person  who  pays  the  account. 
The  certificate  is  signed  by  the  person  who  actually  makes  the  pur- 
chase. The  custodian's  receipt  is  signed  by  the  custodian,  who  thereby 
becomes  responsible  for  the  property  purchased. 

4.  The  name  at  the  head  of  the  bill  must  be  literally  identical  with 
the  name  signed  to  the  receipt.  G,  TT.  Armstrong  and  Georqe  W. 
Armstrong  are  not  identical.  Exception  is  made  only  when  Uie  re- 
ceipt is  signed  by  the  authorized  agent  of  a  corporation.  A  receipt 
from  the  Western  Union  Telegraph  Company  may  be  signed  by  John 
Day^  Operator^  or  by  Joseph  Smith.  Manaaer.  and  in  that  case  the 
name  01  the  company  is  written  at  trie  head  oi  the  bill.  The  si^a- 
ture  Western  Union  Telegraph  Co.  is  not  admissible.  A  receipt  tTom 
the  Manti  Cooperative  Store  may  be  signed  by  the  manager  or  agent, 
with  the  name  of  tlie  corporation  at  the  head  of  the  bill ;  but  from  a 
business  firm,  only  the  firm  signature  can  be  received.  The  signature 
John  Smithy  hy  John  Doe^  or  John  Smithy  per  i?.,  or  Mrs.  Smnthj  is 
not  admissible. 

5.  In  taking  a  receipt  from  a  person  who  can  not  write,  write  his 
name  and  have  him  affix  his  mark,  and  then  let  a  disinterested  person 
sign  as  witness. 

6.  Each  item  of  purchase  must  show  the  number  of  units,  the  kind 
of  unit,  and  the  price  or  rate  per  unit,  as  well  as  the  total  cost^  Thus 
it  w^ould  be  inadmissible  to  write  merely  "  hay,  $7,"  but  it  is  necessary 
to  state  the  weight  and  the  price  per  unit  01  weight.  If,  however,  a 
piece  of  work  is  done  as  a  "  ]ob,"  it  is  sufficient  to  state  that  fact^ 

7.  In  filling  out  the  receipts,  the  space  after  the  word  "  at "  should 
not  be  filled  m,  nor  the  space  showing  the  name  of  the  disbursing  oflS- 
cer.  The  address  to  which  the  check  is  to  be  mailed  should  show 
clearly  at  the  head  of  the  voucher  under  the  name  of  the  person  to 
whom  it  is  to  be  drawn.  If  the  payment  is  not  to  be  made  to  a  person 
residing  in  a  town,  the  name  01  the  nearest  town  should  be  written. 
The  dollars  and  cents  should  be  expressed  in  the  receipt  in  words  and 
must  ngree  in  amount  with  the  total  indicated  by  the  bill. 

8.  'VVnenever  the  amount  of  the  payment  depends  upon  a  period  of 
time,  as  in  the  case  of  subsistence  or  forage  by  the  day,  storage,  rent 
of  buildings  or  material,  etc.,  the  limiting  dates  must  be  induded. 
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62.  Reimbubsement  fob  Actual  Cost  of  Subsistence  in  Oamp. 

1.  Parties  living  in  camp  will  be  required  to  contribute  each  month 
their  pro  rata  share  of  the  actual  cost  of  subsistence,  which  amount 
will  be  reimbursed  to  them  by  the  Geological  Survey.  The  amounts 
contributed  will  be  disbursed  by  the  chief  of  party,  who  will  act  as 
steward  and  who  may  be  required  to  render  an  accounting  of  his  pur- 
chases to  the  approving  officer.  The  chief  of  party  will  be  hela  re- 
sponsible for  all  expenditures  for  subsistence  in  camp  and  will  subsist 
the  parties  in  a  manner  consistent  with  good  administration  and 
economy, 

CHANGES  nr  INSTBTrCTIOHS. 
GENERAL  INSTRUCTIONS. 

11.  Vouchers. 

(As  amended  to  conform  with  changes  In  regulations  approved  March  21  and  27  and 

April  21,  1906.) 

1.  Service  and  subsistence  vouchers, — (a)  Vouchers  for  services 
must  never  include  more  than  one  calendar  month.  The  service 
voucher  (Form  9-010)  is  to  be  used  for  a  single  pereon,  and  the  party 
pay  and  subsistence  roll  (Form  9-012)  for  two  or  more  persons. 

(6)  Write  in  the  blank  space  at  the  head  of  the  party  pay  and  sub- 
sistence roll  (Form  9-012)  the  locality  where  services  are  rendered. 
Write  in  the  last  witness  column  the  post-office  address  of  the  party 
chief  only,  that  all  checks  may  be  mailed  in  one  envelope  in  his  care. 
Otherwise  the  address  of  each  person  on  line  with  his  signature. 

{c)  The  body  of  the  pay  roll  (Form  9-012)  must  state  for  each 
person  the  name,  occupation,  time  of  service,  rate  of  pay,  and  total 
amount  due,  and  be  properly  signed.  Where  the  time  is  less  than  a 
full  month,  give  first  ana  last  dates. 

(rf)  Pay  for  Sundays  will  not  be  allowed  employees  working  by 
the  day  uAless  a  statement  is  made  that  they  rendered  services  on  that 
day. 

{e)  The  body  of  the  subsistence  account  (Form  9-012)  is  divided 
into  two  subjects:  (a)  Reimbursement  for  actual  expenditures  in- 
curred in  subsistence,  and  (6)  Additional  compensation  per  diem  in 
lieu  of  subsistence.  For  both  classes  of  subsistence  fill  m  the  dates 
from  and  to,  and  the  total  number  of  days  for  which  the  employee  is 
entitled  to  subsistence  or  per  diem.  Where  persons  are  subsisted  in 
camp  fill  in  columns  of  "  Cost  per  day  or  per  month  "  and  "Amount." 
Where  employees  are  allowed  per  diem,  fill  in  columns  of  "  Per  diem  " 
and  "Amount."  In  some  cases  employees  may  be  entitled  to  subsist- 
ence for  a  portion  of  the  month  and  to  per  diem  for  the  remainder  of 
the  month. 

(/)  The  chief  of  party  shall  sign  the  certificate  in  the  proper  place. 
The  members  of  the  party  should  form  a  mess,  and  each  member 
thereof  must  contribute  in  advance,  in  care  of  the  chief  of  party,  the 
amount  estimated  as  necessary  to  provide  subsistence  pending  reim- 
bursement therefor. 

(g)  In  order  to  secure  prompt  payment  of  salaries  it  is  advisable 
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to  mail  party  pay  and  subsistence  rolls  in  time  to  reach  approying 
officer  by  close  of  month. 

£.  Traveling  and  miscellaneous  voucfier.'^—{a)All  items  of  expendi- 
ture and  all  vouchers  for  reimbursement  other  than  of  such  kind  as 
may  be  included  on  party  pay  and  subsistence  roll  (Form  9-012),  or 
on  office  pay  roll  (9-5)13)  or  pay  voucher  (9-010),  may  be  submitted 
on  one  or  two  forms  only,  viz,  on  travel  and  miscellaneous  expense 
voucher  (9-016)  or  on  purchase  voucher  (9-006  or  9-008). 

(b)  Traveling  and  miscellaneous  expense  voudier  should  be  used 
by  party  chiefs  to  include  all  miscellaneous  items  of  party  expendi- 
ture, including  traveling  expenses  not  covered  by  per  diem.  In  case 
of  employees  working  alone  it  may  be  used  for  services  also.  It 
should  be  backed  up  by  subvouchers  when  necessary  for  items  of 
expenditure  amountmg  to  $5  or  over.  Only  such  items  of  miscellane- 
ous expenditure  as  it  is  perfectly  evident  were  incidental  to  travel,  or 
were  made  in  emergency  of  sucn  nature  as  to  require  immediate  pay- 
ment from  private  funds  in  the  interest  of  the  economic  transaction  of 
public  business,  should  be  included  upon  it 

(c)  The  jurat  need  not  be  subscribed  to  on  traveling  and  miscel- 
laneous expense  voucher  (9-016)  excepting  where  misoeflaneous  items 
of  expenditure  are  accounted  for  in  the  body  of  the  voucher,  the 
nature  and  amount  of  which  can  not  readily  be  verified  by  the 
accounting  officers.  The  jurat  is  not  necessary  in  accounting  for 
services,  per  diem,  published  railway  and  sleeping-car  fares,  etc 

3.  Purchase  vouchers. — (a)  All  expenses  incurred,  not  in  emer- 
gency and  where  public  business  does  not  necessitate  immediate  pay- 
ment, should  be  covered  on  purchase  vouchers  (Form  9-006  or  9-008) 
made  out  in  the  name  and  address  of  the  payee  and  forwarded  to  the 
disbursing  officer  for  direct  payment  by  Federal  draft. 

(6)  Payment  for  purchases  involving  large  amounts  must  be  made 
by  a  disbursing  officer  direct  on  purchase  vouchers  instead  of  through 
the  chief  of  party  by  means  of  subvouchers.  Accounts  for  amounts 
less  than  $10  may  in  case  of  emergency  be  settled  by  a  subvoucher. 
Emergency  expenditures  of  greater  amoimt  must  be  explained  on  the 
face  of  the  voucher. 

((?)  WTien  field  material,  such  as  tents,  wagons,  etc,  is  ordered 
through  the  administrative  officer  in  charge,  the  consignee  should 
check  and  approve  the  bill  and  forward  the  same  to  the  administra- 
tive officer,  so  that  the  latter  may  prepare  and  approve  purchase 
vouchers. 

^.  Miscellaneous, — (a)  Subvouchers  (Form  9-019)  are  to  be  used 
only  in  connection  with  main  vouchers,  never  as  main  or  independent 
vouchers. 

(6)  Under  no  circumstances  must  a  subvoucher  be  si^ed  before 
the  amount  in  words  is  written  in  the  receipt.  Each  chief  of  party 
will  be  held  strictly  responsible  for  an  enforcement  of  this  rule. 

(c)  Complete  copies  of  telegrams  must  accompany  vouchers  and 
subvouchers,  and  only  Government  rates  will  be  allowed  for  tele- 
graphic service.  When  messa^  go  over  the  lines  of  two  companies, 
state  the  fact  on  the  voucher,  giving  charge  for  each. 

(d)  For  work  under  different  letters  of  authority  of  field  work,  or 
allotments,  separate  vouchers  for  expenses,  including  salaries,  must  be 
presented.     Thus,  when  a  party  or  person  leaves  one  cooperating 
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State  or  general  locality  for  field  work  elsewhere,  expenses  will  be 
chargeable  to  the  new  work  from  the  time  of  commencement  of 
journey. 

(e)  Full  descriptions  (age,  height,  weight,  color,  sex,  brands,  etc.) 
must  accompany  vouchers  £)r  the  purchase  of  aninials. 

(/)  When  amounts  in  vouchers  are  changed  in  anyway  by  a  dis- 
bursmg  officer,  on  account  of  mistakes  or  irregularities,  notice  of  such 
changes  should  be  promptly  sent  through  the  approving  officer  to  the 
person  in  whose  favor  the  account  stands. 

(g)  In  submitting  the  usual  invoice  of  property  stored,  or  stock 
turned  over  to  a  caretaker,  a  reasonable  valuation  must  be  noted  under 
"  Bemarks  "  opposite  each  item  or  group  of  items.  This  must  also 
be  done  on  changing  work  from  one  State  or  special  allotment  to  an- 
other, or  in  the  transfer  of  nonexpendable  property  from  one  sub- 
custodian to  another. 


MISCELLANEOUS  INSTRUCTIONS. 


noNnro  yottchess. 

Signatures  on  the  duplicate  vouchers  must  be  identicaL  Geo,  W. 
Armstrong  and  George  W.  Armstrong  are  not  identicaL 

Vouchers  in  favor  of  an  incorporated  company  should  have  only 
the  name  of  the  company  written  at  the  top  or  the  vouchers,  and 
should  be  signed  by  an  officer  or  agent  of  the  company,  who  should 
write  his  title  after  his  name.  Thus,  a  voucher  in  favor  of  the  Adams 
Express  Co.  may  be  signed  Adams  Express  Co.^  By  John  Doe^  Agent; 
one  in  favor  of  the  Vnita  Hardware  Co.  may  be  signed  Joseph  Smithy 
Secretary.  The  only  company  officers  whose  signatures  are  accept- 
able are  president,  vice-president,  secretary,  treasurer,  manager,  agent, 
or  cashier.    A  clerk  should  never  signtfe  such,  except  for  a  notel. 

Vouchers  in  favor  of  a  copartnership  should  be  signed  by  a  mem- 
ber of  the  firm.  Thus,  Armstrong  cfe  Co.  and  Davis  &  Coteman  are 
proper  forms.  It  is  advised  in  such  case,  however,  to  amplify  the  sig- 
nature thus :  Davis  &  Coleman^  By  T.  G.  Davis,  Member  of  Firm. 

In  all  cases  the  signature  to  the  voucher  must  be  written  by  the  per- 
son named ;  a  "  per  "  is  inadmissible. 

The  signature  Mrs.  Smith  is  incomplete ;  MaTy  Smith  is  preferable 
to  Mrs.  Mary  Smith  or  Mrs.  John  Smith.  A  surname  alone  is  insuf- 
ficient, the  nrst  name  or  initial  being  always  required.  Signatures 
by  mark  (x)  must  be  attested  by  a  disinterested  person  who  signs  as 
witness. 

The  names  of  employees  written  in  or  signed  to  vouchers  must 
always  be  in  the  same  form. 


SHIPPINO  INSTBTTCTIONS  OF  IMPOBTANCE  TO  FOBEION  CONSIGNOBS. 

Quotations  on  material  imported  by  the  United  States  Geological 
Survey  are  "  f .  o.  b."  at  point  of  shipment.  However,  consul  fee  for 
invoice  may  be  added  to  the  bill  for  the  articles  ordered.  Transpor- 
tation charges  only  will  be  paid  to  carriers,  and  an  itemized  statement 
of  the  advance  and  delivery  charges  must  be  rendered. 

To  insure  the  delivery  of  goods  in  the  Distri(  of  Columbia  with- 
out inspection  at  point  of  first  entry,  and  without  delay,  it  is  neces- 
sary to  observe  the  following: 

1.  The  bill  of  landing  must  distinctly  state,  "  In  bond  to  Washing- 
ton, D.  C,"  and  a  copy  must  be  mailed  to  the  "  Foreign  Freight 
Agent  of  the " 

2.  All  packages  must  be  consigned  to  the  "  Director  U.  S.  Geolog- 
ical Survey,  Washington,  D.  C.,  and  the  accompanying  labels  placed 
thereon. 

H.  C.  RizER,  Chief  Clerk. 
366 
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(9—058.) 


TO  THB  DIRECTOR 

U.    S.    QlOLOOICAL    SUBTBT. 

WASHINGTON.  D.  C 


IN  BOND  TO  WASHINGTON,  D.  O. 


Via 

Consignors 

Shipped  from 

On  official  order  No. 


Attach  this  label  to  package,  and  see  that  bill  of  lading  dis- 
tinctly states  *'  In  bond  to  Washington,  D.  C." 
Mall  copy  of  bill  lading  to  foreign  freight  agent  of - 


DATA  TO  ACCOXPANT  BEQUESTS  FOB  CHEKICAL  ANALYSES. 

The  chemical  laboratories  of  the  Survey  are  expected  to  perform 
such  analyses  as  are  necessary  for  the  prosecution  of  geologic  field 
work,  and  also  to  conduct  such  investigations  into  chemical  geology 
as  are  practicable.  All  geologists  are  aware  how  urgent  is  the  need 
for  researches  in  geologic  chemistry.  On  the  other  hand,  a  vast 
number  of  analyses  have  been  made  by  the  chemists  of  the  Survey 
during  the  last  twenty-seven  years.  Those  of  rocks  up  to  January, 
1904,  have  been  printed  in  Bulletin  No.  228,  with  geologic  and  litho- 
logic  data,  making  such  a  mass  of  trustworthy  rock  analyses  as  has 
never  before  been  brought  toother.  The  Survey  also  possessses  a 
convenientlv  accessible  collection  of  over  1,000  typical  rock  speci- 
mens, nearly  all  of  which  have  been  quantitatively  analyzed,  and 
each  of  which  is  accompanied  by  a  thin  section.  In  most  cases 
of  doubt,  comparison  with  this  collection  should  obviate  the  necessity 
for  the  serious  labor  and  expense  involved  in  the  complete  analysis  of 
a  rock. 

All  requests  for  chemical  analyses  are  referred  to  a  committee  on 
chemical  analyses,  which  will  not  approve  requests  unless  it  is  sat- 
isfied on  three  points,  viz:  That  due  comparisons  have  been  made; 
that  a  definite  problem  is  to  be  solved  by  analysis;  and  that  the 
record  is  in  such  shape  as  to  render  the  analysis,  if  made,  available 
for  subsequent  comparisons. 

For  these  reasons  the  following  suggestions  are  made  to  members 
of  the  Survey  desiring  the  cooperation  of  the  chemical  laboratory. 

(1)  In  the  case  of  petrographic  specimens,  microscopic  study  of 
the  thin  section  should  precede  chemical  analysis  and  the  results 
of  such  study  be  briefly  stated  in  order  that  the  chemists  may  be 
informed  of  the  presence  of  unusual  constituents  or  of  the  abundance 
of  certain  components  ordinarily  present  in  small  quantity. 

(2)  When  waters  are  forwarded  for  analysis,  the  entire  material 
must  be  collected  through  filters  in  clean  glass  bottles  or  carboys  at 
one  time,  and  these  vessels  must  be  properly  sealed  with  paraffin. 

(3)  In  all  cases  a  brief  statement  is  required  of  the  nature  of  the 
geologic  problem  involved,  and  of  the  bearing  of  the  analysis  re- 
quested on  its  solution. 
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(4)  State  the  nature  of  the  analysis  desired,  giving  the  elements 
to  be  determined  when  a  partial  analysis  only  is  caUed  for.  The 
term  ''  complete  analysis  "  is  understood  to  mean  the  determination 
of  all  the  elements  which  occur  commonly  in  rocks,  including  tita- 
nium, phosphorus,  barium,  strontium,  lithium,  etc. 

(5)  State  whether  there  are  analyses  of  this  or  similar  material 
from  the  same  region  already  printed,  and  give  references. 

(6)  Give  the  name  of  the  substance  to  be  analyzed  and  state  the 
locality  on  the  label  accompanying  the  sample  as  well  as  in  the 
official  letter  of  request. 

Failure  to  observe  these  requests  must  necessarily  result  in  delay 
arising  from  the  in^i  lies  of  the  committee  for  the  information  not 
furnished  in  the  original  request. 

George  F.  Beckeb, 
Chairman  Committee  on  Chemicai  Analyses. 
Approved : 

Chas.  D.  Walcxxtt,  Director. 


VOVSXPEirDABLE  FIELD  PBOFBBTT. 

[Clrcalar  letter  to  chiefs  of  parties — Oeologlc  branch.] 

Dear  Sir:  Your  attention  is  called  to  the  necessity  for  a  strict 
accountability  for  nonexpendable  Survejr  property.  Chiefs  of  geo- 
logic parties  are  held  personally  responsible  for  all  public  property 
in  their  possession,  ana  it  is  requested  that  any  disposition  of  prop- 
erty— such  as  loss,  transfer,  or  abandonment — ^be  reported  promptly 
to  this  office  on  the  proper  blanks.  At  the  close  of  the  field  season  an 
inventory  of  all  the  nonexpendable  field  property  in  your  possession 
should  be  transmitted  to  this  office. 

Very  respectfully,  C.  W.  Hayes, 

Geologist  in  Charge  of  Geol-ogy. 


APPLICATION   FOE   POSITION   OF   FIELD   ASSISTANT,   OEOLOOIC    BRANCH. 

1.  Full  name 

2.  Age Place  of  birth Married? 

3.  Legal  residence 

4.  Education 

5.  Occupation  last  two  years 

6.  Experience  in  camp  or  outdoor  occupation 

7.  Are  you  in  good  physical  condition? 

8.  Hearing  defective? Eyesight  defective? . 

9.  Do  you  expect  to  follow  geology  as  a  profession? 

10.  At  what  date  can  you  accept  employment? -— 

11.  Submit  letters  of  reconmiendatlon. 

AGREEMENT. 

I  certify  that  my  answers  to  the  above  questions  are  true,  and  I 
agree  that,  if  employed  by  the  United  States  Geological  Survey, 
these  answers  shall  be  the  basis  of  my  employment,  and  that  I  will 
at  all  times  cheerfully  abide  by  the  rules  and  regulations  of  that 
organization,  and  will,  to  the  best  of  my  ability,  follow  the  instruc- 
tions of  the  head  of  the  division  or  of  any  chief  of  party  to  which  I 
may  be  assigned,  and  that,  unless  discharged  or  disabled  by  accident 
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or  serious  illness,  I  will  endeavor  to  remain  at  work  to  the  end  of  the 
season  or  term  of  employment.  I  understand  that  if  discharged  for 
cause,  or  if  I  leave  the  employment  before  the  close  of  the  season,  I 
will  not  be  entitled  to  further  salary  or  refund  of  traveling  expenses. 


190  — 

(Date.) 


(Signature.) 
(Present  post-office  address.) 

^(Stati5 


EXPLOYMSirr  07  TEMFOSARY  FIELD  ASSISTANTS,  GEOLOGIC  BRANCH. 

Permanent  employment  on  tbe  Geological  Survey  is  procurable  only  through 
certification  by  the  United  States  Civil  Service  Commission  after  the  applicant 
has  passed  a  technical  examination.  Application  blanks  and  information  con- 
cerning nature,  time,  and  place  of  such  examinations  can  be  had  by  addressing 
the  United  States  Civil  Service  Commission,  Washington,  D.  C. 

The  geologic  branch  of  the  Survejr  has  need  of  the  services  of  a 
limited  number  of  temporary  field  assistants.  In  most  cases  it  is  nec- 
essary that  the  service  should  continue  in  the  office  for  several  months 
after  the  conclusion  of  the  fieldwork.  In  general,  therefore,  teachers 
and  students  who  are  compelled  to  return  to  their  college  duties  in  the 
fall  are  not  available. 

Preference  is  given,  first,  to  applicants  who  have  passed  a  civil- 
service  examination  and  are  therefore  eligible  for  permanent  appoint- 
ment, and  second,  to  those  who  have  received  thorough  scientific 
training  in  colleges  or  technical  schools  and  who  expect  to  become 
professional  geologists. 

No  applicants  under  20  years  of  age  are  eligible  for  appointment. 

The  rate  of  pay  is  dependent  on  training,  experience,  ana  the  local- 
ity of  work,  and  varies  from  $50  to  $100  per  month.  In  addition, 
subsistence  and  traveling  expenses  in  the  field  will  be  paid. 

It  is  essential  that  applicants  should  be  in  good  physical  condition 
and  capable  of  standing  the  hardships  of  camp  life  under  all  condi- 
tions of  weather. 

Applications  on  the  accompanying  blank  should  be  addressed  to 

The  Director,  U.  S.  Geological  Survey, 
Washington,  D.  C. 


APPLICATION    70S    TEXPOBARY    PIXLD    EMPLOYMElfT    HT    THE    TOPO- 

OBAPHIC  BBANCH. 

[Permanent  emplo3rment  is  procurable  only  through  certification  by  the  United 
States  Civil  Service  Ck>mmi88ion,  after  the  applicant  has  passed  a  technical 
examination.  Application  blanks  and  necessary  information  concerning  nature, 
time,  and  place  of  such  examination  can  be  had  by  addressing  the  United  States 
Civil  Service  Commission,  V^ashington,  D.  C] 

The  topographic  branch  of  the  United  States  Geolog[ical  Survey 
has  need  of  the  service,  during  the  field  season,  of  a  limited  number 
of  temporary  employees.  Such  employees  are  divided  into  three 
classes  or  grades,  as  defined  below.  The  answers  given  below  must 
show  for  vrhich  grade  of  employment,  if  any,  th^  applicant  is  eligible* 

S.  Doc.  396, 50-2,  pt  2 ^24 


i 


i         a 


•     f 


*»  ■  "f 


}        • 


I    '^  nearer  nis  nome,  proviaea  nis  empi 

.  >  and  provided  further,  that  he  is 

t  violation  of  his  agreement. 

•   f  Grade  L  Field  assistant,  includi: 

►, .   ^  transitman,  levelman,  etc.     Only  g 

\  persons  who  have  had  field  experien 

Jr  are  eligible.    Rate  of  pay,  $40  to  $1( 

\  Gra3^  2.  Bodman,  chainman,  rec< 

k  endeavoring  to  fit  themselves  for  th 

;   j»  are  especiafly  qualified  mentally  anc 

;     •^  pay,  $25  to  $50  per  month. 

ji.  Grade  3.  Laborer,  including  team 

;j  to  $60  per  month.    Applications  fo 

•T  or  filed  in  Washington.    Laborers  'i 

i  season  by  chiefs  of  parties  as  necessi 


■  "■  r. 
I  ■ 


V  INFORMATION 
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Give  complete  answers  to  the  folk 

1.  What  Is  your  full  name? 

/.  V  2.  Name  grade  of  employment  sought — o 

\^  3.  Age  at  last  birthday Plac 

^  :  4.  Give  legal  residence,  including  State  a 

5.  State  length  of  legal  residence  therein 

6.  Give  name  of  school  or  college  last  att 
V,.                        7.  State  whether  graduated,  and  if  so,  d€ 

;     *.  8.  State  occupation  and  place  of  abode  dn 

'  .  :  9.  Have  you  been  employed  as  assistant 

construction,  location,  or  city  work 

length  of  service 

10.  Are  you  or  have  you  ever  been  marrie 
Weight 

11.    Arp  vnn  In  nhvBfrnl  rvinrtltinn  fn  afonH 
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liETTEBS  OF  RECOMMENDATION. 

Submit  at  least  three  letters  of  recommendation  from  employers  or 
college  prof essors  regarding  your  (a)  experience,  (6)  skill,  (c)  habits, 
(d)  mdustry,  (e)  aptitude,  and  (/)  the  mstruments  you  have  used  or 
the  drafting  you  have  done. 

AGREEMENT. 

I  certify  that  my  answers  to  the  above  questions  are  true,  and  I 
agree  that,  if  employed  bv  the  United  States  Greological  Survey, 
these  answers  shall  be  the  basis  of  my  employment,  and  that  I  will 
at  all  times  cheerfully  abide  by  the  rules  and  regulations  of  that 
organization,  and  will,  to  the  best  of  my  ability,  follow  the  instruc- 
tions of  the  head  of  the  division  or  of  any  chiei  of  party  to  which  I 
may  be  assigned,  and  that,  unless  discharged  or  disabled  by  accident 
or  serious  illness,  I  will  endeavor  to  remain  at  work  to  the  end  of  the 
season  or  term  of  employment.  I  understand  that  if  discharged  for 
cause,  or  if  I  leave  the  employment  before  the  close  of  the  season,  I 
will  not  be  entitled  to  further  salary  or  refund  of  traveling  expenses. 


,190— 

(Date.) 


(Signature.) 
(Present  post-office  address.) 

(State.) 


LOCATION  AND  REPRESENTATION  ON  TOPOGRAPHIC  MAPS  OP  MINES, 

QUARRIES,  ETC. 

1.  Uniformity  in  the  topographic  maps  of  the  Survey  is  desirable. 
It  is  impossible,  however,  to  make  regulations  which  can  be  applied 
to  all  parts  of  the  country  without  exception.  The  scale  of  the  map 
and  the  amount  of  culture  to  be  represented  must  be  taken  into 
account,  as  well  as  the  relative  importance  of  the  features  in  question. 
A  certain  amount  of  discretion  must,  therefore,  be  left  with  the  topog- 
rapher, to  be  exercised  in  accordance  with  certain  well-established 
prmciples. 

2.  The  features  to  be  here  considered  may  be  grouped  in  four 
classes,  as  follows : 

Mines,  mcluding  all  underground  workings. 

Quarries,  including  all  open  workings,  such  as  stone  quarries,  iron- 
ore  pits,  clay  pits,  etc. 
Furnaces  and  smelters. 
Oil  and  gas  wells. 

3.  Mines  and  quarries, — ^With  the  exceptions  noted  in  section  4 
below,  all  mines  and  quarries  should  be  accurately  located  and  repre- 
sented on  the  topographic  maps  when  they  fulfill  any  of  the  following 
conditions : 

(a)  When  they  are  of  sufficient  importance  to  be  named  and  the 
names  are  well  known  over  a  considerable  area. 

(6)  When  they  have  been  in  active  operation  for  a  series  of  years  or 
have  equipment  which  is  permanent  in  character. 

{c)  When  they  have  produced  changes  in  the  topography  which  are 
within  the  map  scale,  such  as  dumps,  sinks,  eta 
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(d)  When  they  occur  in  a  sparsely  settled  re^on  where  there  is  little 
culture  to  be  represented,  so  that  they  are  relatively  important  as  com- 
pared with  other  culture  features. 

4.  In  thickly  populated  mining  regions  where  mines  are  numerous 
and  closely  crowded,  only  the  most  important  should  be  represented  by 
the  mine  symbol  and  named.  Wherever  the  addition  of  mine  names 
would  materially  obscure  the  map  they  should  be  omitted.  The 
matter  of  determining  how  many  and  what  mines  to  represent  by  the 
mine  symbol,  and  when  to  omit  their  names,  is  left  to  the  discretion  of 
the  topo^apher.  In  all  cases  of  doubt,  however,  he  should  show  the 
features  in  question  on  his  field  sheets  and  leave  the  decision  to  be 
made  when  the  final  drawing  is  prepared. 

5.  By  the  above  conditions  all  prospect  pits,  shafts,  or  drifts  would 
be  excluded;  also,  in  coal  regions,  generally  all  mines  which  are 
worked  only  intermittently  or  tor  the  supply  of  local  demands.  Clay 
pits  for  local  use  would  be  excluded,  but  pits  or  mines  for  the  supply 
of  regular  industries,  such  as  potteries  or  the  manufacture  of  refrac- 
tory brick,  would  be  included.  In  case  of  iron  ore,  manganese,  baux- 
ite, and  similar  minerals,  certain  open  pits  which  have  had  a  lar^  pro- 
duction and  have  well-known  names  would  be  included,  while  the 
great  majority  of  shallow  pits  with  small  production  would  be 
excluded.  In  general,  only  such  mines  and  quarries  should  be  repre- 
sented as  are  reached  by  a  trail,  road,  or  railroad,  traversed  in  the 
prosecution  of  regular  topographic  work.  In  other  words,  the  topog- 
rapher should  not  be  caUed  upon  to  represent  features  of  this  cSiar- 
acter  for  which  he  would  have  to  make  a  distinct  search,  but  only 
such  as  he  will  be  able  to  see  in  the  course  of  his  ordinary  work. 

6.  Furnaces  and  smelters. — No  additional  conventional  sign  is  con- 
sidered desirable  to  represent  furnaces,  and  in  many  cases  it  will  not 
be  practicable  or  desirable  to  name  them.  In  sparsely  settled  regions, 
however,  the  furnaces  are  frequently  the  most  important  and  persist- 
ent landmarks.  They  have  well-recognized  names,  which  cling  to  the 
localities  even  after  the  practical  disappearance  of  the  furnace  itself. 
In  such  cases,  therefore,  it  is  desirable  that  the  names  should  be  given. 
This  should  be  done  even  if  nothing  remains  but  a  ruined  stack.  The 
same  rule  applies  to  the  location  or  smelters,  except  that  those  located 
may  be  restricted  to  smelters  in  active  or  prospective  operation. 

7.  Oil  and  f/as  wells, — In  general  these  should  not  be  represented  on 
the  ordinary  topogi'aphic  map,  for  the  following  reasons: 

(a)  In  regions  which  have  been  fully  developed  the  wells  are  so 
close  together  that  their  symbols,  if  sufficiently  large  to  be  seen,  would 
overlap  on  the  map. 

(ft)  Most  oil  and  gas  wells  are  comparatively  short  lived.  The 
derricks  are  only  temporary  structures  and  they  do  not  produce  any 
j)ermanent  topogi'aphic  efTect  when  the  wells  have  ceased  yielding  and 
the  derricks  are  removed. 

(e)  Many  of  the  wells  put  down  are  unproductive,  and  the  topog- 
rapher can  not  be  expected  to  discriminate  between  productive  and 
unproductive  wells. 

(d)  To  serve  any  useful  purpose  all  the  wells  would  have  to  be 
located,  and  with  considerable  accuracy.  This  would  add  greatly  to 
the  expense  of  the  topographic  work.  If  only  a  part  are  indicated, 
and  these  not  accurately  located,  an  appearance  oi  great  accuracy  is 
given,  which  is  misleading. 

(e)  The  above  applies  to  regular. topographic  maps  ofn  the  mile  and 
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smaller  scales.    On  special  maps  of  oil  and  gas  districts  all  the  wells 
should,  of  course,  be  accurately  located  and  represented. 

8.  Whenever  a  special  topographic  map  of  a  particular  mining 
region  is  prepared  tne  topographer  will  be  furnished  with  a  statement 
of  the  features  which  it  is  desired  to  have  shown  and  will  be  governed 
by  such  statement  rather  than  by  the  above  regulations. 

Approved,  March  15, 190L 

Chas.  D.  Waloott,  Director. 


IN8TBUCTI0NS  TO  LEVELXEN. 

Descriptions  of  all  permanent  bench  marks,  and  of  all  secondary 
bench  marks  or  elevations  which  may  be  useful  for  topographic 
work,  with  plan  of  location  of  each  permanent  mark,  shoula  be 
copied  in  ink  in  this  book  at  the  close  of  each  day's  work.  In  no 
case  must  the  copying  be  allowed  to  get  more  than  one  week  behind 
the  field  work.  If  permanent  bench  marks  are  not  established  when 
line  is  first  run,  spaces  should  be  reserved  for  descriptions  to  be 
added  later,  thus  keeping  descriptions  in  the  order  in  which  the 
bench  marks  occur.  When  circuits  are  closed,  give  errors  and  lengths 
of  circuits,  with  page  references  to  connecting  points.  Make  a  plot 
of  all  lines  or  circuits  on  page  54,  and  alongside  each  line  give  refer- 
ence to  book  and  page  where  original  notes  are  written.  Make  de- 
scriptions and  notes  in  the  following  general  form,  commencing 
each  description  with  a  well-known  local  name.  Describe  marking 
of  each  bench  mark.  Mileage  in  third  column  to  be  continuous  for 
each  circuit. 

Date:  August  H-18,  1901.    Line  from  Clayton,  N.  7.,  along  JP"^'^  ^^J  via 

Orleans  and  Theresa  to  Redwood,  N,  Y, 


Level- 

niAn's— 

Miles 
from— 

Marired- 

Eleration. 

Adjusted 
elevation. 

DeacriptioxL 

Book. 

'Page. 

Clayton. 

3 

a 

0 

279 

278.762 

278.763 

Clayton,  Catholic  Church;  8W.  corner 
of;  on  water. table,   bronze  tablet 

Cape  Vinoent. 

marked  "279,  Cape  Vinnent,  1900." 

(Seu  page  3,  this  book.) 
Clayton,  3.0  miles  east  of;  at  four  cor- 

3 

4 

3.0 

261 

261. 

ners,  center  of  roads  (line  continued 

east). 

3 

7 

5.7 

254 

253.806 

Orleans,  comer  of  Mead  and  Main  sts.; 
NW.  angle  of  large  rook  5  feet  from 
fence,  chiseled  square. 

3 

n 

7.9 

241 

241.372 

Orleans.  1.8  miles  east  of;  at  NE.  angle 
of  road  to  right,  laige  oak  tree,  nail  in 
root  of. 

3 

14 

12.6                       266 

266.873 

Theresa.High  school,  front  face  of;  on 
water  table,  aluminum  tablet  marked 

Cape  Vincent. 

"266,  Cape  Vincent,  1900." 
Old  elevation  of  same  B.  M.    (See 

266.631 

page  6,  this  book.) 

Closure  error,  242. 

2 

20 

1514.7 

T.  141  N.,  R.  64  W.;  Northern  Pacific 
Railroad,  crossing  of  east  and  west 
Une  between  sections  22  and  24,  top 

of  rail. 

2 

30 

1603.7 

T.  143  N.,  R.  66  W.,  8. 11,  NW.  comer  of; 
highest  point  of  rock  at  section  cor- 

8 

45 

1000 

1090.041 

Iltrt. 

T.  90  N.,  R.  3  W.,  8.  28,  i  comer,  east 
side  of;  8E.  comer  schoolhouse  yard, 
iron  post  marked  "1090." 
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EMPLOYMENT   OF   FIELD    ASSISTANTS,    BOBMEN,    OHAINMEN,    FLAOMEH, 

AND  LABOBEBS  IN  THE  GEOLOGICAL  SXTBYEY. 

Hereafter  only  graduates  of  technical  schools  or  those  who  have 
had  special  experience  will  be  eligible  for  employment  as  field  assist- 
ants in  the  Geological  Survey. 

Persons  employed  as  rodmen,  chainmen,  and  flagmen,  or  in  any 
capacity,  shall  be  not  less  than  20  nor  over  40  years  of  age,  and,  if 
students  at  school  or  college,  must  agree  to  remain  with  the  Sur- 
vey until  the  close  of  the  field  season,  provided  their  services  are 
satisfactory. 

The  class  of  persons  grouped  under  the  general  term  of  laborers, 
including  drivers,  packers,  and  cooks,  will  be  employed  during  the 
field  season  by  the  chiefs  of  parties  as  necessity  may  arise,  by  the 
day,  week,  or  month. 

AJl  the  employees  above  mentioned  will,  when  practicable,  be 
engaged  in  or  near  the  areas  under  survey,  and  they  must  present 
themselves  at  the  field  outfitting  point  of  the  party  to  which  they  are 
attached  and  will  be  discharged  at  the  end  of  the  field  season.  No 
traveling  expenses  to  and  from  the  field  will  be  allowed.  Prefer- 
ence win  be  given  to  applicants  from  States  in  which  the  work  is 
to  be  done. 

Chas.  D,  Waloott,  Director. 

Approved  April  9,  1901. 
Thos.  Ryan, 

Acting  Secretary  of  the  Interior. 


SANITABY  BEGULATIONS  GOVEBNING  CONSTBUCTION  CAMPS. 

[Circular  No.  39— 1905.«J 

Department  of  the  Interior, 
United  States  Geological  Survey, 

Reclamation  Service. 
Washington,  D.  C,  March  22, 1905. 

Construction  camps  maintained  in  connection  with  the  various  irri- 
gation projects  afford  exceptionally  favorable  ground  for  the  dis- 
semination of  disease.  There  the  men  mingle  more  intimately  than 
in  almost  any  other  walk  of  life.  Culinary  and  toilet  utensils  are 
used  in  common  and  every  other  feature  favorable  to  the  rapid  spread 
of  communicable  disease  is  provided.  These  considerations  make  it 
incumbent  upon  those  in  charge  of  the  construction  camps  of  the 
Reclamation  Service  to  provide  against  all  conceivable  conditions  or 
circumstances  which  might  result  in  an  outbreak  of  disease  among 
the  engineers  or  laborers.  The  following  sanitary  code  has  been 
promulgated  to  govern  the  location,  construction,  and  maintenance  of 
camps.  Every  engineer  in  charge  of  a  camp  or  party  will  be  expected 
to  enforce  these  regulations  as  strictly  as  conditions  will  permit.  All 
members  of  the  Reclamation  Service,  whether  in  charge  of  camps  or 
not,  are  requested  to  assist  in  such  eniorcement. 

Camp  sites, — Especial  care  should  be  exercised  in  the  location  of 

a  To  be  complied  with  In  eastern  division  so  far  as  applicable. 
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camp  sites.  They  should  be  placed  upon  well-drained  ground,  where 
sun  and  air  may  have  free  access,  and  as  far  as  possible  from  bodies 
of  quiescent  water,  such  as  bog  holes,  seepag#*ponds,  and  sinks.  Low 
places  along  river  bottoms  should  be  avoided  whenever  possible,  and 
in  case  it  Incomes  necessary  to  establish  a  camp  at  any  point  where 
the  CTound  water  table  is  dose  to  the  surface  each  camp  structure 
should  be  surrounded  at  its  base  by  a  trench  of  from  1  to  2  feet  in 
depth  and  an  outlet  provided  for  emergency  use  to  drain  off  water 
which  may  collect  there. 

Camp  structures. — Camp  sites  should  always  be  selected  convenient 
to  some  source  of  water  supply,  but  the  camp  structures  should  not 
be  placed  in  close  proximity  thereto.  The  slope  and  nature  of  the 
soil  should  be  considered  and  no  structure  should  be  erected  at  a 
point  from  which  effete  matter  may  filter  through  th£  ground  and 
infect  the  water  supply. 

Lavatory  arrangemsnts, — Arrangements  should  be  made  for  the 
rapid  and  complete  disposal  of  water  from  wash  basins,  tubs,  etc.  In 
the  case  of  permanent  camps  a  sink  should  be  provided,  with  pipe  con- 
nection to  a  covered  cesspool,  located  at  a  point  from  which  there  will 
be  no  drainage  to  a  well  or  other  stored  water  supply.  Whenever  the 
conditions  are  such  as  to  make  this  arrangement  inipracticable  the 
lavatory  should  be  placed'  at  a  point  similar  to  that  described  in  the 
case  of  the  cesspool.  Where  the  nature  of  the  ground  is  not  such  as  to 
readily  absorb  all  wash  water  an  excavation  of  proper  dimensions 
should  be  made  and  filled  with  loose  material  to  a  level  with  the 
ground  surface. 

Water  supvly. — ^The  water  supply  for  all  camps,  especially  that 
used  for  drinking  and  cooking,  should  be  absolutely  tree  from  all  sus- 
picion of  dangerous  organic  contamination.  Old  wells  in  question- 
able positions^  with  reference  to  surface  or  outbuilding  drainage, 
should  be  avoided,  and  wherever  there  are  no  wells  free  from  such 
suspicion  upon  the  site  of  a  permanent  camp  new  ones  should  be  sunk 
at  unG[uestionable  points.  Whenever  it  is  necessary  to  erect  a  camp 
at  which  the  only  water  available  is  open  to  suspicion,  or  is  known  to 
be  contaminated  with  animal  wastes,  such  water  should  be  purified 
by  boiling  or  bjr  filtration.  If  the  former  course  is  taken,  great  care 
should  be  exercised  to  maintain  at  all  times  a  sufficient  quantity  of 
stored  water  which  has  been  cooled  after  boiling.  In  many  cases 
where  boiling  has  been  resorted  to  for  water  purification  this  rule  has 
not  been  observed,  and  the  members  of  the  camp,  finding  no  water,  or 
only  that  recently  boiled,  have  been  induced  to  drink  raw  water. 
Such  an  act  destroys  the  value  of  all  previous  precautions.  Filtered 
water  is  far  more  palatable,  and  generally  as  safe  as  that  which  has 
been  boiled.  The  Berkefeld  filter  is  the  one  best  adapted  for  such 
uses.  It  can  be  provided  in  various  sizes,  and  should  be  installed  with 
a  suitable  container  to  store  filtered  water.  The  pressure  should  be 
developed  either  by  pumping  direct  through  the  filter,  or  by  placing  a 
small  reservoir  at  some  point  higher  than  the  filter  and  allowing  the 
filtration  process  to  go  on  continuously  into  the  clear-water  reservoir. 

flies  and  mosquitoes. — ^The  most  important  sanitary  provision  in 
connections  with  camps  is  that  of  exclusion  of  flies  from  cook  tents, 
mess  tents,  and  privy  vaults;  yet  this  is  the  very  provision  which  is 
most  frequently  overlooked.    According  to  the  report  of  the  commis- 
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sion  appointed  by  President  McKinley  to  investigate  into  the  occurence 
of  typhoid  fever  among  the  soldiers  during  the  Spanish  war,  ahnost 
every  outbreak  which  occurred  was  due  to  the  lack  of  sufficient  protec- 
tion against  flies.  Therefore,  special  care  should  be  taken  to  exclude 
flies  from  all  places  in  which  foodstuffs  are  exposed,  and,  if  necessary, 
in  the  large  camps  a  man  should  be  detailed  to  accomplish  this 
purpose. 

Mess  and  cook  tents  or  houses  should  be  provided  with  screens  at 
all  windows,  and  each  door  which  leads  into  the  outer  air  should  be 
provided  with  a  vestibule  about  4  feet  square,  constructed  in  the 
following  manner :  The  dividing  partition  and  the  door  between  the 
cook  or  mess  tent  and  the  vestibule  should  be  of  wood  as  well  as  the 
side  walls  of  the  vestibule  for  a  distance  of  about  1  foot  from  the 
dividing  wall.  The  door  and  wall  should  be  painted  black  or  some 
dark  color ;  the  remainder  of  the  vestibule  should  be  of  durable  wire 
netting  and  the  door  leading  from  the  vestibule  out  of  the  same 
material.  With  such  a  provision  the  flies  which  enter  the  outer  screen 
door  during  the  time  when  people  are  passing  through  will  be  caught 
in  the  vestibule  and  will  congregate  upon  the  wire  part  of  the  v^i- 
bule  in  preference  to  the  dark  colored  wood  next  to  the  cook  or  mess 
tent,  ana  only  a  very  small  proportion  of  the  flies  entering  the  vestibule 
will  under  such  conditions  escape  into  the  larger  apartment.  If  the 
cook  and  mess  tents  or  houses  are  not  built  under  a  common  roof  the 
passage  between  the  two  should  be  thoroughly  screened,  and  if  an 
entrance  is  made  from  the  outside  to  the  passage  vestibules  should 
be  provided  as  above  described. 

Of  equal  importance  is  the  thorough  screening  of  privy  vaults  and 
vault  apartments,  for  it  is  from  such  places  that  flies,  carrying  upon 
their  bodies  effete  material,  diffuse  throughout  the  camp  an  epidemic 
by  coming  in  contact  with  foods.  Without  proper  screening  a  disas- 
trous epidemic  of  typhoid  may  be  easily  spread  through  a  camp  if 
one  of  the  members  of  the  camp — or,  indeed,  a  transient  guest — 
should  be  in  the  prodromal  stages  of  the  disease.  It  is  at  these  times 
that  the  discharges  are  most  virulent.  Vaults  should  therefore  be 
built  of  tight  material  and  be  provided  with  a  vestibule  at  the  en- 
trance similar  to  that  above  described  in  the  case  of  cook  and  me^s 
apartments. 

Wherever  it  is  possible  to  do  so,  sleeping  apartments  should  be 
thoroughly  screened,  not  only  for  the  comfort  of  the  members  of  the 
camp,  but  to  protect  them  from  mosquitoes  which  transmit  the  mala- 
rial infection.  The  genus  Anopheles^  which  transmits  the  mala- 
rial infection  through  its  proboscis,  does  not  commonly  fly  about 
during  the  day,  but  is  active  at  night  and  should  be  excluded  from 
sleeping  apartments. 

Camps  should  be  well  supplied  with  sticky  fly  paper  in  cook  and 
mess  apartments,  and  all  flies,  mosquitoes,  etc.,  should  be  excluded 
so  far  as  it  is  possible  to  do  so  before  foodstuffs  are  exposed. 

Garbage, — (xarbage  should  not  be  allowed  to  remain  upon  camp 
premises  for  any  length  of  time,  but  should  be  removed  as  frequently 
as  conditions  will  allow.  While  it  is  necessarily  stored  upon  tne  pre- 
mises, it  should  be  kept  in  metal  containers  and  protected  from  flies 
and  other  vermin. 

Privy  vaults  should  always  be  placed  at  a  considerable  distance 
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from  other  camp  structures,  should  be  kept  as  dry  as  possible  and 
should  not  be  so  placed  that  the  drainage  therefrom  wul  infect  the 
local  water  supply, 

F.  H.  Newell, 
Chief  Engineer. 


BAILWAY  STATI0H8 

In  mapping  in  the  field  and  in  drawing  up  the  results  in  the  office, 
care  must  be  taken  to  indicate  clearly  the  positions  of  railway 
stations  by  use  of  a  symbol  about  twice  the  dimensions  of  the 
ordinary  house  symbol,  which  should  be  drawn  across  the  tracks  of 
the  railway. 

H.  M.  Wilson,  Oeographer. 

April  29,  1905. 


PREPABATION  OF  OFFICIAL  CORRESPONDENCE. 

With  a  view  to  maintaining  a  high  standard  in  the  correspondence 
of  the  United  States  Greological  Survey,  the  following  instructions 
are  issued  for  the  guidance  of  typewriters : 

CLASSIFICATION   OF  CORRESPONDENCE. 

Official  correspondence  mav  be  classified  as  external  and  internal. 
The  former  will  be  signed  by  the  Director,  or  by  his  instruction. 
'Fhe  latter  may  be  di^t  between  chiefs  o^  divisions  and  parties 
and  their  subordinates.  Correspondence  between  different  divisions 
should  pass  through  the  Director,  and  between  subordinates  and  the 
Director  through  chiefs  of  divisions. 

CORRESPONDENCE  WITH  OTHER  BUREAUS. 

A  Department  order  reads  as  follows :  "  Hereafter  chiefs  of  bu- 
reaus and  offices,  or  other  officials  of  this  Department,  will  not  com- 
municate with  other  executive  branches  of  the  Government,  or  with 
Congress  or  committees  thereof,  upon  matters  relating  to  the  affairs 
of  said  bureaus  and  offices,  except  through  the  office  or  the  Secretary 
of  the  Interior."  One  exception  has  been  made  to  this  order,  per- 
mitting direct  communication  between  the  Reclamation  Service  and 
the  General  Land  Office  on  certain  matters. 

INITIALS. 

Letters  prepared  for  the  signature  of  the  Director  or  the  chief 
clerk  should  be  initialed  as  follows:  In  the  upper  left-hand  corner 
the  typewritten  initials  of  the  division  or  section  chief  to  whom  the 
reply  should  be  referred;  in  the  upper  right-hand  comer  the  type- 
written initials  of  the  person  doing  the  typewriting;  at  the  end  of 
the  letter,  to  the  left  and  below  the  signature  of  the  Director  or  chief 
clerk,  the  pen-written  initials  of  the  chief  of  the  division  or  section 
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in  which  the  letter  ori^ates;  if  the  letter  is  prepared  by  some  one 
designated  by  the  chief,  the  former's  pen-written  initials  should 
appear  just  below  those  of  the  chief. 


SUBJEGT. 


In  general,  a  letter  should  pertain  only  to  a  single  subject.  The 
subjectj  written  in  the  upper  left-hand  comer  beneath  the  initials  of 
the  writer,  should  be  carefully  considered,  brief,  but  characteristic, 
and  such  as  to  cover  the  matter  of  the  letter  without  ambiguity. 


DATE. 


The  date  should  follow  the  words,  "  Washington,  D.  C,"  on  the  let- 
ter head  on  the  same  line.  The  month  should  not  be  abbreviated. 
Figures  only  should  be  used  for  the  day  of  the  month :  For  example, 
write  "April  21, 1905,"  not  "Apr.  21st,  "^05." 


ADDRESS. 


The  name  and  address  should  be  double-spaced  when  they  take  but 
two  lines,  and  single-spaced  when  more  than  two.  Special  care 
should  be  taken  to  give  the  correct  title,  as  "  Prof.,"  "  Dr.,"  etc.  The 
following  are  samples  of  forms  of  address  to  be  used  in  various  cases: 


} 


} 


J 


The  President, 

The  White  House. 
Hon.  William  Loeb,  Jr., 

Secretary  to  the  President 
The  Honorable, 

The  Secretary  of  the  Interior 
The  Honorable, 

The  Commissioner  of  the  General  Laud  Office 
Hon.  Albert  J.  Beveridge, 

United  States  Senate. 

Hon.  John  F.  Lacey, 

House  of  Representatives 
Hon.  Albert  J.  Beveridge, 


.} 


,.} 


When  in 
^  Washington. 


Indianapolis,  Indiana.  J  |  ^^r^^^  ^^^  ^^ 

Washington. 


Hon.  John  F.  Lacey, 

Oskaloosa.  Iowa. 


His  Excellency, 

The  Governor  of  Georgia 
Atlanta,  Georgia. 


■} 
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President  Arthur  T.  Hadley,  "| 

Yale  University,  y 

New  Haven,  Connecticut  J 

Prof.  William  Mann  Irvine, 
Mercersburg  Academy, 

Mercersburg,  Pennsylvania. 


} 


Mr.  John  H.  Jones, 

Hiawatha,  Ohio 


.} 


Mr.  (George  A.  Allen, 

47  North  Fulton  Street 
Portland,  Maine 


^} 


Messrs.  R.  Horn  &  CJompany, 

Philadelphia,  Texas 
Messrs.  Smith  &  Brown, 


iy,1 

J 


CJorner  of  Arch  and  Broad  streets,  v 
Philadelphia,  Pennsylvania.  J 

As  a  general  rule,  a  person  connected  with  a  university  or  other 
educational  institution,  whose  title  is  not  known,  should  be  addressed 
as  "  Professor,"  which  may  be  abbreviated  to  "  Prof."  in  the  address. 
"  Hon."  should  be  used  in  addressing  the  higher  State  officials  other 
than  governors,  and  "  Mr."  should  be  used  in  preference  to  "  Esq." 

SUPERSCRIPTION   AND  SUBSCRIPTION. 

The  address  should  be  "  Sir :",  "  Sirs :",  or  "  Madam :",  as  the  case 
my  be,  and  the  signature  should  be  proceeded  by  "  Very  respectfully,". 
Letters  to  the  Secretary  of  the  Interior,  to  Senators,  Kepresentatives, 
State  officials,  and  to  all  prominent  persons  should  be  signed  "  Di- 
rector," or,  in  his  absence,  "Acting  Director,"  All  other  letters 
should  be  signed  "  Chief  Clerk."  Letters  to  members  of  the  Geo- 
logical Survey  which  are  to  be  signed  by  the  chief  clerk  should  have, 
as  the  closing  paragraph,  "  By  order  of  the  Director :". 

NEATNESS. 

Great  care  should  be  exercised  to  have  the  letters  neat.  Letters 
which  are  soiled  or  rubbed,  or  have  words  which  have  been  erased, 
will  not  be  signed.  The  type  should  be  kept  clean.  Letters  should 
have  a  margin  on  each  side  of  about  1  inch.  On  most  typewriters 
use  5  as  the  left-hand  marginal  stop  and  10  for  the  first  line  of  each 

J)aragraph.  In  writing  letters  which  are  less  than  a  page  in  length 
eave  approximately  as  much  space  between  the  date  line  and  the  m^t 
line  of  the  address  as  between  the  signature  and  the  bottom  of  the 
sheet.  If  the  letter  is  just  long  enough  to  fill  one  sheet,  and  it  is 
necessary  to  use  a  second  sheet  for  the  signature,  the  letter  should  be 
so  spaced  that  one  or  two  lines  of  the  text  will  appear  on  the  second 
page. 

GENERAI^  FORM   AND  STYLE. 

Use  direct,  clear-cut  language.*  Use  only  such  adjectives  as  are 
necessary,  and  use  the  word  "  very  "  as  seldom  as  possible.  Avoid 
long  and  unusual  words  where  shorter,  simpler  ones  T^ill  ^x^^^t^s&^'^ciis^ 
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idea  equally  well.  Be  concise,  but  courteous.  Avoid  laborious  state- 
ments, the  essence  of  which  might  be  expressed  in  less  space.  Few 
letters  need  be  longer  than  one  page. 

Do  not  use  the  substance  of  the  letter  received  as  a  preamble  to  the 
reply.  Unless  the  letter  has  already  been  acknowledg^,  and  further 
reierence  to  it  is  necessary,  the  contents  should  not  be  indicated  in  the 
initial  sentence  of  the  reply.  For  acknowledgments  or  replies  Uie 
initial  sentence  should  usually  be  in  this  form : 


it 


In  reply  to  your  letter  of  May  9 :  " 


followed  by  a  new  para^aph.  If  reference  to  a  file  number  or 
initials  is  asked,  or  a  subject  is  given,  the  initial  sentence  should  be 
in  this  form : 


or, 


it 


In  reply  to  your  letter  of  May  9,  file  87,  Purchase  of  Mules : " 

In  reply  to  your  letter  of  May  9,  G.  D.  W.,  Cancellation  of  Allotment : " 


The  previous  or  the  following  month  should  be  named  and  not 
indicated  by  "  ultimo  "  or  "  proximo."  Do  not  give  the  year  when 
reference  is  made  to  a  date  in  the  current  year. 

The  following  phrases  are  objectionable : 

"Answering  your  "  •*  Your  favor  •• 

"  Replying  to  your  "  **  Your  communication  ** 

"  It  being  "  - 1  would  say  "  or  •*  state  •• 

•*  It  appearing  "  "  I  will  say  "  or  "  state  " 

"  Inasmuch  as  "  ••  I  have  to  say  *•  or  "state  *• 

"Aforesaid  "  •        ••  I  beg  to  say  "  or  "  state  " 

"  Extend  courtesies  •*  ••  Ere  "  instead  of  "  before  " 

"  Said  report "  ••  Heretofore "     ("  hitherto "     is     pre- 

"  In  regard  to  the  same •*  f erred.) 

Avoid  the  use  of  the  present  participle  at  the  beginning  of  the  last 
sentence  of  a  letter,  as: 

"  Wishing  you  a  "  "  Thanking  you  for  ** 

PUNCTUATION. 

In  punctuation,  it  should  be  borne  in  mind  that  the  purpose  is  a 
clear  understanding  of  the  text  by  the  reader.  Too  little  punctuation 
is  as  bad  as  too  much.  When  in  doubt  whether  or  not  to  insert  a 
mark  of  punctuation,  one  should  ask  oneself,  not  "  Can  the  reader 
understand  this  sentence  without  the  mark?  "  but  "Will  tliis  mark 
help  the  reader  to  understand  this  sentence?  " 

In  the  use  of  the  hyphen,  when  in  doubt,  refer  to  the  dictionary. 
Also,  see  pages  12-13,  "  Instructions  relating  to  the  Work  of  the 
United  States  Greological  Survey." 

CAPITALIZATION. 

Capitalize  "  river,"  "  bay,"  "  cape,"  "  harbor,"  "  mount,"  "  island," 
etc.  (singular  form  only),  when  used  with  the  proper  name.  Capital- 
ize "  state  "  and  "  territory,"  both  singular  and  phiral,  when  referring 
to  administrative  divisions;  also,  "  county  "  and  ''  township  "  (singu- 
lar form  only^  when  used  with  the  proper  name.  Capitalize  "  street " 
and  "  avenue  "  in  addresses.  Capitalize  "  government "  when  it  refers 
to  the  United  States. 
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ABBREVIATIONS. 

When  in  doubt  as  to  the  use  of  an  abbreviation,  write  the  word  in 
full.  The  names  of  States  should  be  written  in  full,  though  "  D.  C." 
may  be  used  for  "  District  of  Columbia "  in  addresses.  "  Mr.," 
"  Mrs.,"  "  Dr.,"  "  Hon.,"  "  Prof.,"  and  "  St"  (for  "  Saint ")  are  abbre- 
viations which  may  be  used.  "&"  should  be  used  in  writing  firm 
names,  but  not  in  names  of  railroads,  etc 

TIME  FOB  SIGNING  LETTERS. 

Letters  for  signature  must  reach  the  Director  or  the  chief  clerk 
not  later  than  2  o'clock  p.  m. ;  they  should  therefore  be  received  in 
tihe  section  of  correspondence  and  records  not  later  than  1.46 ;  other- 
wise, imless  speciallv  urgent,  they  will  not  be  signed  until  the  next 
day,  and  should  be  dated  accordingly. 

INCLOSURES  AND  ARRANGEMENT  OF  LETTERS  FOR  SIGNATURE. 

The  person  who  writes  the  letter  must  address  the  envelope,  and 
must  also  make  all  inclosures.  In  the  lower  left-hand  corner  of  the 
last  page  of  the  letter  write  the  word  "  Inclosure,"  preceded  by  the 
number,  thus : 

"  2  inclosures." 

The  letter  should  be  attached  to  the  envelope  with  the  inclosures 
(if  any)  with  a  fastener.  If  the  accompanying  papers  or  articles 
are  too  bulky  to  be  inclosed  in  an  envelope,  tney  should  be  carefully 
wrapj)ed  and  labeled  before  delivery  to  the  section  of  correspondence 
and  records.  On  the  label  should  be  written  the  address,  informa- 
tion as  to  the  contents  of  the  package,  and  the  date  of  the  letter,  thus: 

•*  Mr.  Henry  A.  Brown, 

65  East  Trenton  Street, 

Newark,  New  Jersey, 

"  3  electrotypes.    To  accompany 
letter  of  October  25,  19(K5." 

In  such  case  the  letter  should  show  in  the  lower  left-hand  comer 
of  the  last  page  the  number  of  accompanying  packages  and  the  mode 
of  transmittal,  as: 

^Z  packages,  by  express.** 

« 

BRIEFS. 

Letters  to  the  Secretary  of  the  Interior  will  be  briefed  in  the 
division  in  which  written.  The  brief  should  be  written  on  the  upper 
fold  on  the  back  of  the  last  page,  and  should  be  in  this  form : 


"Washington,  D.  C,  May  9,  1905. 
"  The  Director  of  the  Geolog- 
ical Sunrey  transmits,  for  refer- 
ence to  the  Honorable,  the  Sec- 
retary of  Agriculture,  75  photo- 
graphic copies  of  map  of  soil 
surrey  of  Alabama;  requests 
that  arrangements  be  made  for 
replacing  material  used.' 


f> 
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CARBON  COPIES. 

A  carbon  copy  of  each  letter  should  be  retained  in  the  files  of  the 
division  in  which  the  letter  is  written. 

Letters  to  the  Secretary  of  the  Interior  which  relate  to  another 
bureau  or  Department  will  be  transmitted  in  duplicate. 

REFERENCE  OF  LETTERS. 

All  letters  received  in  the  Geological  Survev  are  opened  in  the 
section  of  correspondence  and  records  and  reierred  to  the  proper 
person  for  action,  which  should  be  prompt.  If  a  reply  is  required, 
it  should  be  drafted  for  signature  without  unnecessary  delay.  If 
further  reference  is  needed,  the  letters  should  be  returned  to  the 
section  of  correspondence  and  records  for  such  reference.  Referred 
letters  pertaining  to  the  general  or  administrative  business  of  the 
Survey  should  be  returned  to  the  section  of  correspondence  and 
records  for  recording  and  filing.  I^etters  will  be  filed  in  the  divi- 
sion to  which  they  are  referred  when  they  pertain  only  to  the  business 
of  such  division. 

LETTERS  ON  MORE  THAN  ONE  SUBJECT. 

When  a  letter  is  received  which  relates  to  more  than  one  subject 
it  will  be  referred,  successively,  to  the  several  divisions  possessing 
data  for  reply.  A  separate  reply  should  be  written  for  each  sub- 
ject, even  though  one  division  mav  possess  the  information  required 
for  the  preparation  of  replies  on  all  the  subjects.  If  the  first  division 
to  which  the  letter  is  referred  can  reply  to  only  one  subject,  a  copy 
of  that  reply  should  be  attached  to  the  letter,  which  will  be  returned 
to  the  section  of  correspondence  and  records  for  reference  to  the 
next  division,  where  the  same  course  will  be  followed.  In  each 
division  a  copy  of  its  reply  should  be  kept  with  a  copy  of  the  portion 
of  the  ori^nal  letter  to  which  it  relates.  The  origmal  will  be  filed 
in  the  section  of  correspondence  and  records. 

When  a  letter  is  received  which  relates  to  a  single  subject,  and  it 
is  necessary  to  procure  the  data  for  reply  from  more  than  one 
division,  the  letter  will  be  referred  to  the  several  divisions  and  each 
w^ill  attach  a  memorandum,  retain  copy  for  its  files,  and  return  the 
letter  to  the  section  of  correspondence  and  records,  in  which  all  the 
information  in  the  several  memoranda  will  be  embodied  in  one  reply, 
unless  of  such  technical  nature  as  to  require  preparation  in  another 
division.  The  original  letter,  with  the  attached  memoranda  and 
copy  of  reply,  will  be  filed  in  the  division  in  which  the  reply  is 
prepared. 

USE  OF  PRONOUNS. 

As  all  letters  are  signed  "  Director,"  "Acting  Director,"  or  "  Chief 
Clerk,"  the  plural  pronouns,  "  we,"  "  our,"  "'  us,"  should  never  be 
used. 

Issued,  by  order  of  the  Director,  November  8,  1905. 

H.  C.  RiZER,  Chief  Clerk. 
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C&EBIT  FOB  BUGQESTIONB  OB  nrVENTIOirg. 

December  8,  1905. 
To  empttyees  of  the  Geological  Survey: 

The  Director  has  approved  a  recommendation  that  hereafter  credit 
be  given  in  some  formal  manner  to  employees  of  the  Survey  for  sug- 
gestions or  inventions  which  tend  to  improve  the  work,  lessen  its  cost, 
or  otherwise  beneiSt  the  service.  These  suggestions  may  concern  field 
or  office  work,  instructions  governing  work,  forms  of  accounting,  or 
clerical  features. 

In  a  few  instances  in  the  past  valuable  suggestions  have  been  given 
recognition  through  more  rapid  promotion  than  would  otherwise 
have  been  granted,  and  it  is  hoped  that  in  the  future  many  sugges- 
tions or  inventions  may  be  offered  of  such  merit  as  to  deserve  similar 
action. 

It  is  now  proposed  tp  give  credit  by  "  honorable  mention  "  in  the 
annual  reports  of  this  Survey  to  those  who  have,  during  the  year, 
proposed  changes  of  sufficient  value  to  be  adopted.  Each  mention 
will  give,  besides  the  name  of  the  person  making  the  same,  a  descrip- 
tion of  the  suggestion,  and  it  is  hoped  that  the  list  of  those  receiving 
such  notice  may  each  year  be  a  long  one. 

In  order  that  none  deserving  praise  may  be  overlooked,  it  is  re- 
quested that  each  suggestion  be  made  the  subject  of  a  special  letter 
addressed  to  any  of  the  division  chiefs.  Each  will  be  acknowledged, 
and  all  will  be  given  careful  consideration  by  a  committee  competent 
to  pass  upon  their  merits,  and  those  adopted  will  be  given  proper 
credit  in  the  records. 

By  order  of  the  Director: 

H.  C.  RizER,  Chief  Clerk. 


USE  OP  PBISH  LEVEL  NOTEBOOKS. 

Fill  in  blanks  on  fly  leaf  the  first  day  the  book  is  used. 

Fill  in  blanks  at  head  of  each  page  each  dav. 

Each  horizontal  space  between  two  rea  lines  is  for  a  single 
^  set-up  "  of  the  level. 

The  notes  for  each  circuit  or  section  of  line  must  be  complete  in 
themselves  and  separated  from  all  others  by  a  blank  page  or  half 
page. 

Counting  the  colums  from  the  left,  each  is  used  as  follows : 

Column  1 :  Thread  readings,  being  for  the  readings  on  rod  in  yards 
for  the  three  stadia  wires,  the  first  recorded  reading  being  for  the 
wire  giving  lowest  value. 

Colunm  2:  Thread  intervals,  being  for  the  two  intervals  for  the 
cross-wire  readings  in  column  1,  the  first  one  being  the  differ^pce 
between  the  lowest  readings  and  the  middle  one,  the  other  being  the 
difference  between  the  middle  and  the  greatest  reading  of  each  set. 

Column  3:  Sum  of  thread  readings  is  for  the  sum  of  the  three 
readings  in  column  1  between  the  two  horizontal  ruled  red  lines  and 
is  equal  to  the  mean  in  feet  of  the  three  readings  on  rod. 

Column  4.  The  first  entry  on  the  page  at  the  left  of  the  words 
"  Elevation  brought  forward  from  page  — ,"  should  be  the  elevation 
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from  a  previous  page  of  this  book,  or  from  another  book.  In  the 
latter  case,  give  book  number  and  page,  and  in  every  case  carefully 
verify  the  copying.  The  second  entry,  below  the  red  line  and  above 
the  short  black  line,  is  to  be  the  height  of  the  instrument  abound  by 
adding  the  entries  in  column  3  and  the  elevation  in  column  4.  The 
third  entry  in  column  4  is  the  elevation  computed  by  subtracting  the 
foresight  from  H.  I.  immediately  above.  In  each  case  the  elevation 
will  be  written  just  above  a  red  line,  and  the  H.  L  always  above  a 
short  black  line. 

Columns  5,  6,  and  7  for  foresight  readings  correspond  with  3,  2, 
and  1  for  backsight  readings. 

Column  8 :  Record  temperature  of  rod  and  time,  at  beginning  of 
work,  once  each  hour  thereafter,  and  at  close  of  work  for  the  day. 

Column  9.  For  correction  for  curvature  and  refraction  for  unequal 
sights ;  need  not  be  filled  out  in  the  field. 

Column  10.  For  extra  foresights  at  pointy  which  are  not  turning 
points;  also  for  their  sum.  The  stadia  intervals  for  checking,  cor- 
responding with  entries  in  columns  2  and  6,  are  written  in  column  11. 

(Jolumn  11.  For  descriptions  of  bench  marks,  for  elevations  from 
extra  foresights,  and  for  general  remarks  or  explanation. 

In  columns  2  and  6  write  next  above  the  red  lines  the  continuous 
sums  of  the  stadia  intervals  for  the  page.  Their  differences,  if  any, 
since  last  adjustment  of  level,  or  since  beginning  of  circuit,  if  no  ad- 
justment has  been  made  later,  with  letter  B  or  F  added  to  show 
whether  the  backsights  or  foresights  are  in  excess,  should  be  written 
in  the  lower  right-hand  comer  of  each  double  pa^ 

The  sum  of  the  last  pair  of  continuous  sums  m  columns  2  and  6, 
divided  by  0.002,  will  equal  the  distance  in  feet  for  the  page;  its 
equivalent  in  miles  and  tenths  can  be  obtained  from  table  in  back  of 
book.  The  total  mileage  from  the  beginning  of  circuit  must  be 
given  at  bottom  of  each  right-hand  page. 

The  sum  of  readings  in  coliunn  1  should  equal  those  in  3,  and  5 
should  equal  7,  and  each  should  be  written  at  the  bottom  of  the  page. 
Their  difference  should  be  written  at  the  bottom  of  column  4,  and 
this  should  equal  the  difference  (obtained  by  subtracting)  beiween 
the  first  from  the  last  elevations  in  column  4. 

When  rods  are  supplied  which  have  black  for  yard  reading  zero, 
red  for  yard  No.  1,  green  for  yard  No.  2,  and  orange  for  yard  No.  3, 
enter  the  readings  thus : 

For  an  entry  In  column  1  or  7,  for  B  O        .927 

reading  on  rod  near  the  zero  of  yard  1        .128 

No.  1—  R  1        .327 

This  reading  is  taken  as  follows :  After  the  instrument  is  roughly 
leveled  and  while  manipulating  the  micrometer  screw  for  final  level- 
ing, the  levelman  should  notice  what  colors  the  lower  and  upper  cross 
wires  touch,  and  call  them  out  to  the  recorder  who  writes  the  initial 
letters  at  the  extreme  left  of  the  column. 

After  the  instrument  is  finally  leveled,  the  levelman  calls  out  the 
units  and  tenths  for  each  cross  wire  as  usual.  The  recorder  should 
then  notice  whether  the  color  as  recorded  corresponds  with  the  unit 
called  out  by  the  levelman,  and  he  will  be  held  responsible  for  errors 
between  the  recorded  color  initials  and  units.  Each  day  the  level- 
man  should  varify  the  comparison. 
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The  formula  3C  (Col.  2  —  Col.  6)=ftc.  At  the  bottom  of  the  right- 
hand  page  is  for  computing  the  correction  to  elevations  for  errors  of 
adjustment.  This  computation  need  not  be  made  in  the  field.  C  is 
the  constant  which  results  from  the  "  peg-method  "  adjustment.  By 
(Col.  2  —  Col.  6)  is  meant  the  differences  of  the  sums  or  the  "  continu- 
ous sums  of  the  stadia  intervals  "  of  colums  2  and  6. 


laSCELLAirEOTJS. 

IClrcular  No.  1—1906.] 

Washington,  D.  C.,  January  i5,  IdOG. 

REFUND   rOR  TRAVEL   ITEMS — ^LAUNDRY  AND   BATH. 

Amendment  to  the  E^gulations,  section  45,  paragraph  3,  made 
January  21, 1905,  has  been  misinterpreted  as  to  allowances  under  sub- 
paragraph (1),  "  Reasonable  charges  for  laundry  work  and  for  baths 
will  be  allowed  only  on  travel  continuing  for  a  week  or  more."  This 
allowance  is  not  intended  to  apply  to  employees  doing  regular  field 
work  within  a  limited  area  and  livmg  upon  the  country,  in  hotels,  etc. 
Such  field  duty  is  not  interpreted  as  continuous  travel.  Nor  is  the 
term  "  continuous  travel "  intended  to  be  restricted  to  an  unbroken 
railroad  journey.  It  is  intended  to  apply  to  such  comparatively 
continuous  traveling  as  is  done  by  division  and  section  chiefs  perform- 
ing inspection  or  similar  duty,  or  by  others  whose  travel  is  broken  by 
intervals  of  but  a  few  days'  duration. 

Approved  November  27,  1905. 

PROPERTY  ITEMS  ON   VOUCHERS. 

Members  of  the  Geological  Survey  are  notified  that  no  purchase  of 
propertv  will  be  allowed  or  approved  which  is  included  on  Form 
9-016,  "For  traveling  and  miscellaneous  expenses." 

The  approving  and  auditing  oflScers  of  the  Survey  in  examining 
purchase  vouchers  will  indicate  with  a  blue  pencil  or  otherwise  such 
items  as  relate  to  the  purchase  of  property. 

Approved  November  27,  1905. 

FOUNTAIN   PENS. 

In  future  fountain  pens  will  be  issued  by  this  office  only  to  per- 
manent employees  engaged  in  field  service  on  requisitions  approved  by 
the  chiefs  of  the  divisions Vwith  ^which  they  are  connected  and  to 
chiefs  of  divisions  whose  duties  require  their  presence  in  the  field. 
These  fountain  jDcns  must  be  kept  in  repair  by  the  persons  to  whom 
issued. 

Additional  pens  will  not  be  issued  until  those  previously  issued  have 
been  accounted  for. 

No  fountain  pens  will  be  issued  to  employees  engaged  in  office  work 
only. 

Accounts  for  the  purchase  of  fountain  pens,  except  by  this  office, 
will  not  be  approved. 

S.  Doc.  396,  59-2,  pt  2 25 
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Fountain  pens  needed  for  the  official  use  of  temporary  employees, 
and  pens  needed  to  replace  those  which  have  been  lost,  can  be  pur- 
chased through  this  Omce  by  chiefs  of  parties  at  $1.60  each. 

Approved  January  11,  1900. 

C.  D.  Walcott,  Director. 


USE  OF  GLEKN  SXITH  SOLAB  PLAHE-TABLE. 

[Circular  No.  5—1906.] 

Washington,  D.  C.,  February  i,  1906. 

Set  the  tripod  firmly  in  the  ground  and  clamp  the  plate  with 
clamp  screw  attached  to  leveling  head. 

Place  plate  with  solar  attached  on  tripod  head  and  bring  index 
lines  to  coincide  and  clamp  solar  plate  to  lower  plate  with  clamp 
screw  on  solar  plate. 

Loosen  clamp  screw  on  plate  of  level  head  so  that  both  plates  will 
revolve  as  one  piece,  the  mdex  lines  coinciding. 

Level  the  instrument  carefully,  always  having  the  level  bubbles  in 
perfect  adjustment,  as  the  accuracy  of  the  solar  observation  depends 
on  the  instrument  being  level. 

Lay  off  the  latitude  and  declination  on  the  proper  arcs  and  orient 
instrument  by  means  of  the  solar. 

Clamp  instrument  with  clamp  screw  on  leveling  head* 

Do  not  move  this  screw  again  while  on  this  station. 

Loosen  clamp  screw  on  solar  plate  and  remove  solar  plate,  replac- 
ing it  with  plate  that  has  plane-table  board  attached. 

Bring  the  index  line  or  shoulder  on  plane-table  plate  to  coincide 
with  the  index  line  or  shoulder  on  the  plate  attached  to  the  leveling 
head. 

The  index  lines  on  the  board  are  now  oriented  true  north* 

TO  ADJUST  THE  INDEX  LINES  TRUE   NORTH  ON   BOARD. 

Plot  on  a  projection  two  or  more  triangulation  points,  drawing 
the  center  line  oi  the  projection  so  as  to  reach  the  edge  of  the  paj>er. 

Place  the  paper  on  the  board  so  that  the  center  line  will  coincide 
with  the  index  lines  marked  on  board. 

Occupy  one  of  the  triangulation  stations. 

Set  up  instrument  with  solar  piece  attached  and  level  instrument. 

Remove  solar  plate  and  replace  it  with  plate  having  board  attached. 

Bring  the  index  lines  to  concide  and  clamp  with  clamp  screw  so 
that  the  two  plates  will  revolve  as  one  piece  with  the  mdex  lines 
coinciding. 

Place  sQidade  on  station  occupied  and  one  other  and  orient  plane- 
table  in  the  usual  way,  and  when  oriented  tighten  clamp  screw  on 
leveling  head. 

Remove  plane-table  board,  leaving  lower  plate  attached  to  level 
head  clamped. 

Place  scnar  plate  on  tripod  head. 

Level  instrument  if  necessary,  and  orient  with  solar,  and  clamp 
solar  plate  to  plate  on  the  leveling  head. 
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Observe  the  index  lines  or  shoulders  and  if  they  do  not  coincide, 
make  them  do  so  by  means  of  the  screw  attached  to  the  arm  on  which 
the  index  line  is  marked. 

If  board  remains  attached  to  plate  throughout  the  season,  it  will 
not  be  necessary  to  make  this  correction  but  once.  For  convenience 
this  should  be  done  in  Washington  before  leaving  for  the  field. 

TO  COMPUTE  THE  DECLINATION. 

Take  from  the  table  the  declination  for  the  date  on  which  the 
observation  is  to  be  made;  this  declination  is  for  apparent  noon  at 
Greenwich.  To  determine  the  apparent  time  when  the  sun  will  pass 
the  meridian  of  the  place  where  observation  is  being  made,  divide 
the  longitude  of  the  place  by  15° ;  the  result  will  be  the  hours  and 
fractions  of  hours  later  than  apparent  noon  at  Greenwich.  This  can 
be  changed  to  local  mean  time  by  adding  or  subtracting  the  equation 
of  time  as  indicated  in  the  tables. 

For  all  places  in  the  Western  Hemisphere  the  hourly  difference  in 
declination  is  added,  or  plus,  when  declinations  are  increasing,  and 
subtracted,  or  minus,  when  they  are  decreasing,  as  indicated  by  the 
signs  in  tables. 

The  refraction  correction  is  always  added  for  N.  declinations  and 
subtracted  for  S.  declinations. 

Latitude  should  be  known  to  the  nearest  minute,  and  the  longitude 
can  be  estimated  with  sufficient  accuracy  from  any  ordinary  map. 

EXAMPLE. 

Washington,  D.  C,  May  1.  1905;  lat.  38**  54';  long.  77*.    77**  divided  by  15**= 
5|^=5hr.  8in.     12  m.— 5hr.  8m.=G.52  a.  m.— 2m.  57a=6.49  a.  m.   (nearest 
minute  taken). 
N.,  or  4-14*  57'  13".8-f  1".29,  is  tabular  declination;  add  refraction  for  5tli 

hour,  1'  29"=14*'  58'  42".8  to  set  on  declina- 
tion arc  at  6.49  a.  m.  (take  nearest  minute=3 
14**  59'). 
add  difference  for  1  hour. 

^"•^         -1-53"       taken  from  table  refractions  for  -f  15**  at  lat.  40*  for 


H-U**  57'  59".4  4th  hour=  +14°  58'  52".4=7.49  a.  m. 

-fl4°^''^45".0"^^"       ''^^"  ^'^''  ^^""'^  "^^^'  ^^  ^"    ^^'^^  *•  ""• 

45"  6 
-f-14°  59'  30".6'^^"       '^^'  ''^''  ^^""'^  "^^^'  ^    (>".6=9.49  a.  m. 

45"  6 
-fl5**  00'  16".2"^^''       ^^^'  '''''  ^^"'''^  "^^^'  ^  44".2=10.49  a.  m. 

45"  6 
— — — f— — -h26"       ref.  for  Ohr.=  -f-15*     1'  27".8=11.49  a.  m. 

45"  6 

4:i5^T'T7^+^"       "'•  '*"  ^'''■•^  +^^''    ^  15".4=12.49  p.  m. 

45"  fi 

+15°    y'3y'.6+^'       fe'-  '««•  2hr.= +16»    8'    3".0=1.49  p.  m. 

4FI"  ft 

:\^,,^-f38"       ref.  for  3hr.=  -f  16*»    3'  56".6=2.49  p.  m. 

4- 15"    3'  18".6^ 

^^^^ -1-53"       ref.  for  4hr.=  -hl5*    4'  67".2=3.49  p.  m. 

4-15"     4'    4".2^ 

^"'^'         +1'  29"  ref.  for  5hr.=  4-15^    «'  18".8=4.49  p.  m. 

4-15"    4'  49".8 
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PREPARATION  OF  PAPER. 

Draw  a  line  north  and  south  through  the  center  of  the  paper  and 
at  right  angles  to  it;  at  intervals  equal  to  1  minute  of  latitude,  draw 
as  many  parallel  lines  as  the  paper  will  hold. 

The  center  line  will  be  the  meridian  line,  which  is  made  to  coin- 
cide with  the  index  lines  on  the  plane-table  board. 

The  lines  drawn  across  the  sheet  are  the  latitude  lines. 

Knowing  the  latitude  of  the  starting  point  of  line,  assume  one  of 
the  parallel  lines  as  the  nearest  minute  and  start  line  from  it.  As 
the  plotted  traverse  line  reaches  the  next  latitude  line  increase  or 
decrease,  as  the  case  may  be,  the  latitude  set  off  on  latitude  arc. 

TO   RUN   LINE   WITHOUT  SOLAR. 

In  case  it  is  necessary  to  run  a  traverse  line  without  the  solar: 
Set  up  instrument  on  first  station  with  the  zero  on  the  plane-table 
plate  coinciding  with  the  zero  on  the  tripod  plate,  the  two  plates 
clamped  together.  With  the  alidade^on  the  center  line  of  the  paper 
sight  to  station  No.  2.  Draw  a  sight  parallel  to  center  line.  Pro- 
ceed to  station  No.  2.  Having  the  zeros  on  upper  and  lower  plate 
coinciding  and  the  plates  clamped  and  the  clamp  screw  on  lower  plate 
loosened,  place  alidade  on  center  line  and  signt  station  No.  1,  and 
clamp  lower  plate.  The  board  is  then  in  the  same  orientation  as  on 
station  No.  1.  Sight  station  No.  3  as  in  ordinary  traverse.  Then 
place  alidade  again  on  center  line  of  paper,  loosen  clamp  screw  on 
plane-table  plate  and  revolve  table  until  you  sight  station  No.  3, 
clamp  plate  and  read  angle  on  lower  plate.  Say  it  reads  30°  15'  east 
of  north.  Proceed  to  station  No.  3;  set  up  instrument  with  zeros 
coinciding  and  with  alidade  on  center  line  oi  paper,  sight  station  No. 
2,  clamp  lower  plate,  and  turn  off  the  angle  read  at  last  station,  SO'' 
15'  in  the  reverse  direction,  viz.,  30°  15'  west  of  north.  This  will 
bring  the  table  back  to  same  orientation  as  on  the  stations  previously 
occupied.  Proceed  in  the  same  way  at  each  station  as  on  .station 
No.  2. 

The  same  method  can  be  employed  when  work  is  interrupted  by 
the  sun  not  being  visible. 

CiiAS.  D.  Walcott,  Director. 


OFFICIAL  CORRESPONDENCE. 

[Circular  No.  16 — 1906.] 

1.  External  correspondence  is  that  with  persons  not  members  of  the 
Geological  Survey.  Such  correspondence,  when  addressed  to  officials 
of  the  Executive  Departments,  to  Members  of  Congress,  to  menihors 
of  the  diplomatic  service  or  officials  of  foreign  governments,  or  involv- 
ing matters  of  policy,  or  Survey  a dmini.st ration,  or  the  oix^rations  of 
more  than  one  division,  should  l)e  signed  by  the  Director,  Artin*i 
Director,  or  chief  clerk. 

2.  External  correspondence  other  than  the  above  which  relates  to 
the  special  work  of  a  division  may  be  signed  by  the  chief  of  the  divi- 
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sion,  with  official  title.  Such  letters  should  in  general  indicate  that 
authority  has  been  conferred  by  the  Director  to  initiate  or  carry  on 
the  correspondence.  This  may  be  indicated  by  some  introductory 
phrase,  as,  "  I  am  instructed  by  the  Director  to ."  In  excep- 
tional cases,  with  certain  classes  of  letters,  the  chief  of  the  division 
may  instruct  that  the  correspondence  be  similarly  conducted  in  the 
name  of  some  member  of  the  division. 

3.  Internal  correspondence  is  that  with  persons  who  are  members 
of  the  Geological  Survey.  Such  correspondence,  between  chiefs  of 
divisions  and  their  subordinates,  may  be  direct,  but  between  different 
chiefs  of  divisions  must  pass  through  the  administrative  office  of  th© 
Director,  except  that  letters  relating  to  committee  business  or  infor- 
mally to  the  business  of  one  division  may  be  sent  direct.  Letters 
between  subordinates  and  the  Director  should  be  sent  through  chiefs 
of  divisions. 

4.  Letters  prepared  for  the  si/^ature  of  the  Director,  Acting 
Director,  or  chief  clerk,  should  oe  initialed,  for  convenience  In 
referring  reply,  as  follows:  In  the  upper  left-hand  corner  the  type- 
written initials  denoting  the  name  of  the  branch,  division,  or  section, 


viz: 

RS  for  the  Reclamation  Service. 

HB  for  the  Hydrographic  Branch. 

G     for  Geography. 

GB  for  the  (ieologic  Branch. 

CR  for  Section  of  Correspondence  and 

Records. 
DA  for  Divinion  of  Disbursements  and 

Acc<>unts. 


ET    for  Eastern  Topography, 

WT  for  Western  Topography. 

£PI  for  Engraving   and    Printing,   and 

Illustrations. 
L      for  the  Library. 
D      for  the  Section  of  Documents. 


At  the  lower  left-hand  margin  of  the  carbon  copy  the  pen  initials 
of  the  chief  of  the  division  or  section  in  which  the  letter  originates 
should  appear;  if  the  letter  is  prepared  by  some  one  designated  by  the 
chief,  the  former's  pen  initials  should  appear  just  below  those  of  the 
chief.  In  the  upper  right-hand  comer  may  be  added,  if  desired,  an 
initial  or  number  to  indicate  the  person  typewriting  the  letter.  No 
pen  initials  should  appear  on  the  letter  which  is  to  be  signed.  Letters 
prepared  for  the  signature  of  a  division  or  section  chief  should  be 
initialed  in  the  same  manner. 

5.  I^etters  and  carbon  copies  prepared  as  above,  with  addressed 
envelopes  containing  inclosuras  (if  any),  fastened  together  with  letter 
clips,  will  be  sent  through  the  section  of  correspondence  and  records 
to  the  Director  or  chief  clerk  for  signature.  When  the  letters  are 
.signed  this  section  will  mail  the  originals  and  return  the  carbon 
copies,  stamped  with  the  proper  facsimile  signatures,  to  the  respective 
divisions  for  filing. 

6.  All  letters  bearing  the  registry  number  of  the  section  of  corre- 
spondence and  records  intended  for  reference  to  another  branch  of 
the  Survev  must  be  returned  to  that  section  for  such  reference  and  not 
sent  by  the  persons  to  whom  they  were  previously  charged.  This  is 
necessary  in  order  that  a  letter  may  be  promptly  located. 

Chas.  D.  Walcott,  Director. 

Washington,  D.  C,  April  18^  1906. 
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USE  07  THE  BEAXAH  STADIA  ABO  ATTAOHXEHT. 

By  this  attachment  differences  in  elevation  and  reduced  horizontal 
distances  in  stadia  work  may  be  determined  without  reference  to 
stadia  tables  and  without  measuring  vertical  angles. 

1.  Descbiption  of  Attachment. 

The  stadia  arc,  which  is  screwed  on  outer  side  of  old  arc,  carries 
two  separate  double  scales  having  coincident  zero  points  marked  50 
and  0,  respectively.  Either  scale  is  read  by  reference  to  the  conmi(m 
adjustable  index,  which,  when  telescope  is  level,  must  be  set  at  zero 
pomte  of  scales  before  the  stadia  arc  is  used.    The  two  scales  are : 

A.  To  the  right,  next  index,  a  multiple  scale,  with  ?;ero  point 
marked  50,  which  indicates  multiples  for  obtaining  diffe.vences  in 
elevation.  To  get  desired  multiple,  subtract  50  from  scale  reading 
and  use  algebraic  remainder;  e.  g.,  if  scale  reads  56,  multiple  is 
66  —  50  =  +  6.    If  scale  reads  47,  multiple  is  47  —  50  =  —  8. 

B.  To  the  left  a  reduction  scale,  with  zero  point  marked  0,  which 
gives  percentages  of  correction  that  may  be  used,  if  desired,  to  reduce 
observed  stadia  distance  to  horizontal. 

2.  To  Determine  Diffeeences  in  Elevation. 

Read  distance  subtended  on  rod  and  express  in  feet;  e.  g.  8.7 
(=  870  feet] .  Clamp  telescope  and  level.  Set  index  exactly  at  50, 
by  means  ox  tangent  screw  back  of  arc.  Do  not  touch  this  tangent 
screw  again. 

Then  by  means  of  the  customary  clamp  and  tangent  movement, 
raise  or  lower  telescope  until  there  is  brought  exacfly  opposite  the 
index  such  a  graduation  on  the  multiple  scale  as  will  throw  the 
middle  stadia  wire  somewhere  on  the  rod,  it  does  not  matter  where. 
The  arc  reading,  minus  50,  multiplied  by  the  observed  stadia  distance 
gives  the  difference  in  elevation  between  the  instrument  and  a  known 
point  on  the  rod;  i.  e.,  the  height  on  rod  indicated  by  middle  wire. 
Settings  of  both  index  and  arc  should  be  made  carefuuy  under  read- 
ing glass. 

Illustration:  Suppose  observed  stadia  distance  is  6.3  (630  feet) 
and  that  telescope  is  so  inclined  that  multiple  scale  reads  58,  at  which 
exact  setting  the  middle  wire  on  rod  reads  7.2  (7.2  feet  above  base  of 
rod).  Then  multiple  is  58  —  50  =  +  8  and  computation  for  a  fore- 
sight would  be 

6.3 

+  8 

-f  50.4 
—    7.2 


-f  43.2  feet  =  base  of  rod  above  H.  I. 

If  middle  wire  were  set  on  H.  I.  or  top  or  other  fixed  point  on  rod 
and  the  arc  were  read  by  estimation  (e.  g.  54.2)  to  obtain  a  multiple, 
the  result  would  be  approximate  only;  therefore  this  method  is  not 
to  be  used  with  this  attachment. 
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&  Dbtbbmthation  or  D.  E.  When  Halt  Wiki  Ihtervai.  is  nsBD. 

If  half-wire  interval  is  read  and  this  reading  then  doubled  to  get 
stadia  distance,  it  occasionally  happens  that  no  even  multiple  arc 
setting  can  be  found  which  will  throw  middle  wire  on  rod.  In  this 
case  proceed  as  follows: 

Make  that  arc  setting  which  will  throw  lower  wire  anywhere  on 
rod,  and  middle  wire  will  then  be  somewhere  above  top  of  rod.  Then 
take  multiple  as  read  on  arc,  but  compute  position  of  middle  wire 
above  base  of  rod  by  adding  one-half  the  expressed  stadia  distance 
(in  feet  subtended)  to  the  reading  of  the  lower  wire. 

Illustration:  If  half  wires  subtend  7.2  on  rod,  then  distance  would 
be  7.2  X  2  =  14.4  (1,440  feet).  If  lower  wire  cuts  the  rod  at  8.7  feet 
above  its  base,  the  computed  middle  wire  reading  would  be  8.7  + 
7.2  :=  15.9  feet  above  base  of  rod.  Then  compute  as  described  under 
sections. 

4.  Reductioh  of  Observed  Distance  to  Hobieontai. 

From  the  same  arc  setting  used  to  obtain  D.  E.,  the  reading  of  th« 
left-hand  arc  will  give  the  correction,  expressed  as  a  percentage, 
needed  to  reduce  observed  distances  to  horizontal. 

Illustration :  If  a  multiple  arc  setting  of,  say,  70  has  been  made  for 
D.  E.  work,  the  reading  of  reduction  scale  would  be  4,  or  4  per  cent 
(reading  to  nearest  per  cent  usually  sufficient). 

If  observed  distance  were  12.0  (=  1,200) .  then  4  per  cent  of  1,200  =« 
48  feet;  1,200  —  48  =  1,152  =  corrected  horizontal  distance. 

&.  Stadia  Arc  Notes. 
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The  arc  reading  is  placed  under  appropriate  heading,  B.  S.  or  F.  S., 
and  all  sights  are  to  be  regarded  as  foresights  except  those  taken  to 
determine  H.  I.  (>)luiim  headed  "  Product "  is  for  multiple  times 
distance;  e.  g.,  4X4-ii^H>-H.  Column  headed  "Rod  cor."'  is  for 
final  reading  of  middle  wire  on  rod. 

The  signs  to  bo  affixed  to  "  rnnliirt "  and  "  Rod  cor."  are  de- 
termined according  to  whether  the  observation  is  a  B.  S.  or  F.  S.,  by 
following  a  rule  or  universal  application,  viz: 


Product. 

|r 

S:i: 

OppcMlto  ilgn  U>  thm  Indlcalfd  by 

_j_ 

- 

Arc  reading  54  indicates  +,  therefore  here  the  sign  of  product 
is  _  for  a  B.  S.  and  +  for  a  F.  S.  Note  that  Nign  of  "  Rod  cor."  is 
50,  and  therefore  only  entry  is  rod  reading,  entered  as  "  Rod  cor.," 
vhose  agns  follow  above  rule. 
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6.  The  Stadia  Roa 

The  rod  is  to  be  held  vertical  at  all  times.  It  should  be  divided 
into  feet  by  alternating  solid  colors,  with  one  or  more  feet  subdivided 
as  desired. 

Approved,  April  25, 1906. 

Chas.  D.  Walcott,  Director. 


FREIGHT    AHB    EXPRESS. 


Washington,  D.  C.,  May  5,  1906. 

To  avoid  delays  in  transit,  secure  economy,  and  insure  prompt  dis- 
tribution of  the  large  amount  of  freight  and  express  shipments  of  the 
Geological  Survey,  the  following  instructions  have  been  revised  for 
the  guidance  of  all  members  of  the  Survey. 


FREIGHT. 


All  freight  shipments  must  be  covered  by  a  Geological  Survey  bill 
of  lading  (Form  9-060),  the  instructions  on  the  back  of  which  must 
be  strictly  observed.  AH  shipments  to  Washington,  D.  C,  should 
bear  the  special  freight  label  provided  by  this  onice,  no  matter  how 
otherwise  marked.  The  form  of  bill  of  lading  issued  by  the  Reclama- 
tion Service  must  not  be  used  for  Geological  Survey  shipments. 

Camp  outfits  of  the  Geological  Survey  have  been  reclassified  by  the 
southern  classification  committee,  comprising  railroads  operating  in 
Virginia,  West  Virginia,  North  Carolina,  South  Carolina,  Tennessee, 
Georgia,  Alabama,  Louisiana,  Mississippi,  and  Florida,  and  are  rated 
the  same  as  grader's  or  contractor's  outfits,  viz : 

Less  than  carload  lots,  second  class. 

Carload  lots,  minimum  weight  20,000  pounds,  sixth  class. 

Same,  with  live  stock  in  same  car,  fifth  class. 

Buggies  shipped  in  lass  than  carload  lots  must  be  knocked  down 
and  crated,  and  all  other  material  liable  to  loss  or  damage,  when 
shipped  in  less  than  carloads. 

Camp  wagons  must  be  knocked  down,  but  not  crated. 

Free  transportation  for  live-stock  attendants  is  not  allowed,  under 
the  southern  classification,  in  interstate  shipments. 

The  laws  of  some  States  require,  and  those  of  other  States  leave  it 
optional  with,  the  railroads  to  furnish  such  free  transportation. 

Attendants  must  not  pay  fare  in  cash.  AATien  attendants  are  re- 
quired to  pay  railroad  fare,  the  notation  on  face  of  the  bill  of  lading 
should  be  filled  in  and  signed  to  cover  passenger  as  well  as  freight 
transportation. 

In  shipments  of  live  stock  under  the  "  Uniform  Live  Stock  Con- 
tract," the  rate  is  based  upon  the  valuation  of  the  stock,  which  should 
be  one-half  the  actual  value,  and  in  case  of  loss  only  the  released  value 
can  be  recovered  from  the  carrier.  Special  contracts  may  be  made  for 
live  stock  or  other  shipments,  if  made  for  le&s  than  lana-grant  tariff, 
where  land  grant  is  involved.  A  copy  of  the  live-stock  release,  and  of 
any  special  contract,  should  be  forwarded  to  this  office. 

In  making  small  shipments  by  freight  from  points  in  the  vicinity  of 
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Washington,  D.  C.,  the  cost,  when  the  dray  chargea  at  the  shipping 
and  delivery  points  are  added,  is  as  great  as,  if  not  greater  than,  the 
express  tariff;  therefore  judgment  as  to  the  method  of  shipping 
should  be  used. 

EXPRESS. 

Bills  of  lading  should  be  used  for  express  shipments  to  Washing- 
ton, D.  C.,  and  between  all  other  points. 

The  Director  must  be  advised,  on  Form  9-052,  of  all  express  ship- 
ments to  the  office.  This  is  very  important,  as  it  enables  the  office  to 
trace  and  recover  shipments  that  go  astray. 

Place  Form  9-050  on  all  boxes,  regardless  of  other  marks;  attach 
the  linen  tag  provided  for  the  purpose  to  all  tripods  and  packages. 
The  original  snipping  point  must  be  plainly  stated  on  packages  and 
advice  card,  in  both  express  and  freight  shipments,  to  enable  the  office 
to  verify  charges  and  to  connect  bills  of  lamnff  with  shipments. 

Old  marks  must  be  removed  or  effaced  from  boxes  reused  for 
shipments. 

Packages  weighing  4  pounds  or  less  should  be  forwarded  by  reg- 
istered mail  instead  of  express. 

Pack  all  instruments  in  an  outer  box,  for  when  shipped  in  their 
original  box  or  case  three  times  the  ordinary  express  rate  is  charged. 

Strict  compliance  with  thse  instructions  is  enjoined. 

By  order  of  the  Director : 

H.  C.  RizER,  Chief  Clerk. 


ORGAHIZATIOH  VR  DIVISIOH  OF  GEOLOGY  AND  PALEONTOLOGY. 

Washington,  D.  C,  July  11^  1906. 
Dear  Sir:  The  present  form  of  organization  in  the  division  of 

?:eology  and  paleontology,  by  which  scientific  supervision  is  divorced 
rom  administrative  control,  was  adopted  after  careful  consideration, 
and  its  results  have  been  on  the  whole  highly  satisfactory.  It  is 
recognized  that  the  present  system  depends  for  its  successful  work- 
ing upon  frequent  readjustments  to  meet  changing  conditions.  The 
duties  attached  to  the  office  of  section  chief  are  not  wholly  attractive 
and  they  are  liable  seriously  to  interfere  with  one's  scientific  work. 
It  requires  a  degree  of  sacrifice  to  perform  these  duties  which  should 
not  be  continuously  demanded  of  any  one  person.  Several  section 
chiefs  have  been  compelled  to  ask  to  be  relieved  of  these  duties  and 
a  reorganization  for  the  new  fiscal  year  becomes  necessary. 

In  relieving  Messi*s.  Willis  and  Cross  of  their  duties  as  section 
chiefs  I  desire  to  express  my  high  appreciation  of  the  efficient  con- 
struction work  which  they  have  performed. 

The  following  sections  for  scientific  supervision  are  now  estab- 
lished in  the  division  of  geology  and  paleontology : 

1.  Areal  and  structural  geology,  in  charge  of  Arthur  Keith. 

2.  Petrology,  In  charge  of  George  Otis  Smith. 

3.  Paleontology  and  stratigraphy,  in  charge  of  T.  W.  Stanton. 

4.  Economic  geology  of  metalliferous  ores,  in  charge  of  S.  F.  Emmona 

5.  Economic  geology  of  nonmetalliferous  minerals,  in  charge  of  E.  G.  Eckel. 

6.  Economic  geology  of  fuels,  in  charge  of  M.  li.  Campbell. 

7.  Physiographic  and  glacial  geology,  in  charge  of  G.  K.  Gilbert. 

K.  Pre-Cambrian  and  metamorphic  geology,  in  charge  of  0.  R.  Van  Hise. 
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You  are  requested  to  cooperate  in  promoting  the  efficiency  of  the 
organization  by  conferring  freely  with  the  several  section  chiefs  in 
relation  to  all  matters  coming  within  their  fields  of  supervision. 
Very  respectfully, 

Chas.  D.  WaI/COTT,  Director. 


USE  AHB  ADJUSTMSHT  07  THE  BALDWIH  80LAB  AUDABE. 

[Circular  No.  2—1907.] 

Place  the  alidade  over  the  tripod  head  on  the  plane-table  with  the 
leveling  clamp  slightly  loose,  and  level  by  tapping  gently  on  edge  of 
board  until  bubbles  are  central.  The  plane-table  should  then  be  ap- 
proximately oriented  by  use  of  the  compass,  or  otherwise,  and  then 
clamped. 

Place  alidade  on  the  north  and  south  projection  line  nearest  the 
plated  location  of  the  station  with  the  objective  end  south,  bring 
bubble  of  striding  level  to  center,  and  read  the  arc  (which  should  l]« 
about  50°).  From  the  reading  subtract  the  latitude  of  place;  the 
remainder  will  be  the  degrees  and  minutes  of  the  latitude  setting. 

If  the  auxiliary  clamp  is  now  brought  against  the  step,  this  setting 
can  be  instantly  recovered  and  used  again  if  the  latitude  of  the  ob- 
server has  not  appreciably  changed. 

Set  off  on  the  solar  arc  the  declination  of  the  sun  corrected  for 
longitude  and  refraction  for  the  day  and  hour;  for  south  declination, 
the  vernier  will  be  toward  the  heaa  of  tangent  screw,  and  for  north 
declination  toward  the  end  of  latter. 

Revolve  telescope  in  its  collar  until  the  hour  circle  is  set  for  local 
time,  which  will  be  standard  time  corrected  for  longitude  and  for 
equation  of  time  (sun  fast  or  slow).  Now  unclamp  plane-table  and 
move  carefully  until  sun  is  in  the  field  of  view,  preferably,  however, 
at  center  of  field,  and  midway  between  the  extreme  stadia  wires. 
The  table  will  then  be  oriented  and  may  be  clamped. 

If  the  level  bubbles  have  changed  materially,  they  should  be  again 
centered  before  the  table  is  finally  clamped,  but  a  small  deparaire 
from  a  central  position  is  permissible  unless  a  very  long  sight  is  to  be 
taken. 

POINTS  TO  BE  OBSERVED. 

If  table  can  be  nearly  oriented  by  compass  or  otherwise,  a  slight 
horizontal  movement  will  not  injuriously  affect  the  leveling,  but  care 
in  leveling  at  the  beginning  is  necessary,  as  any  change  affects  the 
azimuth,  more  especially  if  not  level  in  an  easterly  and  westerly 
direction,  while  any  error  in  a  northerly  and  southerly  direction  is 
eliminated  when  the  first  reading  of  the  arc  is  taken,  and  therefore 
only  the  latitude  setting  is  changed.  These  errors  are  greatly  mag- 
nified near  midday. 

It  is  well  to  test  the  accuracy  of  level  maintained  by  the  plane- 
table  when  moved  through  a  motion  of  several  degrees  in  azimuth,  so 
that  one  may  judge  whether  or  not  the  leveling  will  be  seriously  dis- 
turbed by  such  slight  movements  in  azimuth  as  may  be  necessary. 
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ADJUSTMENTS. 

The  hour  circle  should  be  set  to  give  the  correct  local  time  when 
table  is  oriented^  and  the  latitude  and  declination  properly  set  off,  and 
sun  on  intersection  of  middle  wires.  If  desired,  correction  for  equa- 
tions of  time  and  longitude  can  be  obviated  by  setting  the  hour  circle 
to  agree  with  the  observer's  watch ;  this  setting  can  then  be  used  with- 
out sensible  error  for  a  week  or  more.  This  change  can  be  readily 
made  by  loosening  the  small  brass  set  screw  and  revolving  circle  to 
desired  position,  after  which  the  screw  should  be  tightened  very 
gently,  so  as  not  to  deform  the  tube  of  telescope  and  make  it  hard  to 
revolve..   Such  an  adjustment  is  not  recommended. 

Vertical  crass  wires. — ^This  adjustment  is  of  importance  chiefly  in 
the  adjustment  of  the  declination  arc;  it  is  made  by  reflection  and 
should  precede  the  adjustment  for  coUimation.  Place  a  dark  object 
a  few  mches  in  front  of  the  objective  to  cut  off  direct  vision  and 
revolve  the  telescope  until  declination  arc  is  horizontal,  the  vernier 
of  latter  reading  0°,  00',  and  the  telescope  level.  Anything  now  ap- 
pearing in  the  field  of  view  is  reflected  from  a  point  at  same  level  and 
90°  to  one  side  of  line  of  coUimation.  Revolve  telescope  slowly  in 
its  collar;  a  selected  point  should  remain  bisected  by  the  vertical  wire 
across  the  entire  field  of  view,  or  make  the  wire  parallel  to  the  verti- 
cal comer  of  a  building.  None  of  the  screws  of  the  solar  attachment 
should  at  any  time  be  loosened  or  tightened  except  to  correct  an  error 
in  adjustment.  Next  adjust  for  coUimation  and  level  in  the  usual 
manner;  the  base  levels  should  be  adjusted  by  reversal  on  the  board. 

Declination  arc. — The  adjustment  lor  verticality  having  been  satis- 
factorily made,  revolve  the  telescope  in  its  collar  half  way  around 
while  holding  the  middle  wire  on  the  selected  point,  and  note  the 
reading  on  a  scale  several  hundred  feet  distant,  the  center  of  this 
scale  being  180°  from  the  selected  point,  and  the  vernier  of  declina- 
tion arc  being  set  at  0°,  00'.  Now  reverse  alidade  ruler  180°  and  in 
this  second  position  bring  the  reflecting  prism  vertically  over  the 
same  point  as  in  the  first  position  and  move  until  the  point  is  on  the 
middle  wire.  Now  revolve  telescope  in  its  collar  180°  and  again 
note  scale  reading.  If  same  as  before,  the  reflecting  mirror  is  at  an 
an^le  of  45°  wim  the  line  of  coUimation  and  therefore  in  perfect 
adjustment  If  there  is  a  difference,  correct  as  follows  (note  the 
s^imilarity  to  method  of  coUimating  a  transit) : 

Turn  the  tangent  screw  of  declination  arc  so  that  the  vertical  wire 
moves  over  one-quarter  the  interval  toward  the  first  reading;  now 
set  on  the  selected  point,  revolve  telescope  in  collar,  and  note  new 
scale  reading.  Reverse  alidade  as  before,  placing  mirror  vertically 
over  same  point.  Again  set  on  the  selectea  point,  revolve  telescope, 
and  note  new  sca]^  reading,  which  should  show  aU  or  most  of  the 
error  as  having  b^  removed.  If  no  difference  exists,  the  mirror  is 
at  an  angle  of  45°  with  the  line  of  coUimation  as  required.  The  two 
screws  on  the  declination  arc  vernier  should  next  be  carefuUy  loosened 
and  the  latter  moved  by  tapping  gently  on  the  end  with  a  lead  pencil. 
AVhen  the  zero  of  vernier  and  arc  coincide,  slowly  and  alternately 
tighten  each  screw  untU  firm,  then  test  the  correctness  of  the  adjust- 
ment by  the  method  above  described.  It  is  not  believed  this  adjust- 
ment wiU  change  unless  from  accident,  in  which  case  it  can  b»  readily 
restored  by  this  method. 

January  22, 1907. 
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